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and  compares,,  how  this  automation  could  be  extended  to  a national 
Automated  AFEES  system. 

A three  step  data  collection  effort  and  a comparative  analysis 
was  made  batwe§n_the  manual  and  Automated  AFEEJb  to  develop  this 
report.  '-^(Manual,  Manual-modified  and  Automated  data  collection 
steps  are  used  to  develop  the  comparative  analysis).  In  order 
to  collect  data  for  this  report,  the  AFEES  was  separated  into 
five  functional  areas  &e  -follows-^  Reception  and  Orientation, 

Mental  Test,  Medical,  Enlistment,  and  Administrative.  This 
analysis  describes  the  pros  and  cons  of  automation  for  each  fun- 
ctional area,  a cost  analysis  of  the  two  systems,  and  recommenda- 
tions for  improvements . 

The  report  is  presented  in  the  following  format:  (1)  intro- 

duction, (2)  a comparison  of  the  manual  and  automated  systems 
roken  down  by  functional  areas,  (3)  discussion  of  in-house 
technical  studies  and  other  topics  that  are  related  to  the  automate 
AFEES  system,  (4)  final  conclusions  and  recommendations  and  (5) 
appendixes. 

The  comparison  section  reviews  all  the  data  obtained  in  the 
manual  and  automated  systems  and  represents  all  advantages,  dis- 
advantages, conclusions  and  potential  improvements.  Each  area 
compares  the  manual  and  automated  system  in  terms  of  procedures, 
required  personnel,  workload,  performance  time,  equipment,  supplies 
and  operator  and  applicant  impressions. 

The  technical  studies  section  is  divided  into  those  areas 
specifically  related  to  the  designed  Automated  AFEES,  those  areas 
related  to  extension  of  the  Automated  AFEES  into  a national  pro- 
gram. Those  areas  specifically  related  to  the  designed  Automated 
AFEES  include  Reliability,  Human  Factors,  and  Cost.  Studies 
relating  to  the  Automated  AFEES  as  a national  system  include  the 
development  of  a national  system  that  has  each  AFEES  functioning 
independent  of  other  AFEES,  the  development  of  a network  that 
ties  the  AFEES  together  as  a system,  and  a system  that  detects 
applicants  attempting  to  fraudulently  enlist  in  the  service.  The 
last  section  addresses  several  medical  areas  that  had  to  be  in- 
vestigated as  part  of  the  overall  program  direction. 

The  conclusions  and  recommendations  section  is  divided  into 
specific  functional  area  conclusions  and  recommendations  and 
general  system  conclusions  and  recommendations.  As  necessary  the 
general  system  conclusions  expand  on  area  conclusions  that  affect 
other  areas  and  address  all  conclusions  that  are  identified  in 
the  related  studies  or  impact  on  the  AFEES  station  as  a whole. 

The  appendixes  contain  the  detailed  descriptions  of  the 
Manual,  Manual-modified  and  Automated  Systems  for  each  functional 
area.  These  appendixes  represent  the  source  documentation 
for  the  functional  area  comparative  analyses. 
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PREFACE 


The  Automated  Armed  Forces  Examining  and  Entrance  Station 
Program  (Automated  AFEES)  introduced  current  information  man- 
agement technology  to  an  individual  AFEES.  This  effort  included 
analyses  to  quantify  the  relative  value  (cost  benefits)  of  an 
automated  AFEES.  Thus,  the  heart  of  this  report  is  a compara- 
tive analysis  of  the  manual  and  automated  AFEES  system. 

The  individual  AFEES  selected  for  the  initial  operational 
test  and  evaluation  of  the  automated  system  was  the  Baltimore 
AFEES.  The  Baltimore  AFEES  is  located  in  a relatively  modern 
and  spacious  facility  where  applicant  processing  had  been  con- 
ducted quite  efficiently  under  a manual  system.  In  addition, 
a recent  implementation  of  new  standardized  forms  and  data  codes 
had  resulted  in  an  improved  manual  system.  Also,  the  personnel 
assigned  to  the  Baltimore  AFEES  were  outstanding  in  every  res- 
pect. Finally,  although  even-flow  scheduling  techniques  had 
been  introduced  in  recognition  of  staffing  and  overtime  limita- 
tions, there  were  many  instances  where  the  actual  workload 
significantly  exceeded  the  expected  workload.  Thus,  the  challenge 
was  one  of  identifying  the  degree  of  improvement  solely  attri- 
butable to  the  automated  system  and  determining  the  relative 
value  of  that  improvement. 

The  automated  system  at  the  Baltimore  AFEES  is  a good 
system  and  there  is  evidence  of  improvements  that  are  attribu- 
table to  automation.  However,  it  is  important  for  the  reader 
of  this  report  to  maintain  a proper  perspective  in  his  or  her 
deliberations.  It  is  a report  on  an  individual  AFEES  and  not 
on  an  overall  personnel  accession  system  whose  architecture 
has  yet  to  be  defined.  A decision  to  apply  automation  of  vary- 
ing degrees  to  all  AFEES  as  they  are  presently  established  may 
be  premature.  Such  a decision  may  not  be  cost-effective  and 
may  result  in  system  suboptimization  if  the  present  automated 
system  were  not  to  fit  into  a grander  scheme  for  the  overall 
personnel  accession  system. 

It  is  the  conclusion  of  the  authors  that  there  are  other 
factors  to  be  considered  before  a decision  to  automate  the 
remaining  AFEES  is  made.  A system  architecture  for  the  overall 
personnel  accession  system  is  required.  Specific  operational 
requirements  must  be  validated.  Intra-system  interfaces  must 
be  agreed  upon.  The  number,  sizes  and  locations  of  AFEES  must 
be  examined  in  terms  of  consolidation  and  standardization.  The 
potential  impact  of  automation  on  roles,  mission,  directives, 
and  operational  policies  and  procedures  must  be  evaluated  in 
order  to  derive  maximum  returns  from  costly  investments. 

This  report  should  serve  as  an  excellent  point  of  departure 
for  subsequent  deliberations  relating  to  the  overall  personnel 
accession  system. 
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INTRODUCTION 


Background 

The  Automated  Armed  Forces  Examining  and  Entrance  Station 
(AFEES)  Program  Office  was  established  to  develop  a computer 
system  which  would  selectively  apply  automation  to  an  existing 
AFEES,  and  to  evaluate  that  automation  in  the  operational 
environment  in  order  to  determine  and  report  on  the  potential 
benefits.  The  development  and  evaluation  of  the  Automated  AFEES 
were  accomplished  in  three  distinct  efforts.  The  efforts  were  the 
design  and  development  of  an  automated  system,  the 
operational  evaluation  of  the  system  and  in-house  technical 
studies  of  AFEES-related  issues. 

The  design  of  the  system  ^as  performed  by  Computer  Sciences 
Corporation  (CSC)  under  Contract  F196 28-74-C-010R.  This  design  and 
development  used  a two-step  approach.  The  design  and 
installation  of  a computer  system  at  Hanscom  Air  Force  Base,  MA. 
followed  by  the  installation  of  an  additional  system  at  the 
Baltimore  AFEES,  Baltimore,  MD.  In  this  way  design 
modifications  could  be  accomplished  in  conjunction  with 
operational  personnel  training  with  the  least  impact  on  the 
Baltimore  AFEES  mission. 

Following  the  development,  installation  and  testing  of  the 
Baltimore  AFEES  system,  the  Air  Force  and  the  Army  conducted  a 
three  month  Initial  Operational  Test  and  Evaluation  (IOT&E) . 

During  IOT&E  all  operational  aspects  of  the  system  were  analyzed 
and  improvements  made  where  necessary. 

In  parallel  with  the  development  of  the  Automated  AFEES 
system,  the  program  office  conducted  in-house  technical  studies 
to  solve  problems  associated  with,  the  AFEES  not  within  the  scope 
of  the  CSC  contract,  and  analyzed  the  success  of  the  automated 
system  tc  improve  operational  AFEES  activities.  The  in-house 
technical  studies  are  incorporated  by  reference  and  the  key 
points  summarized  in  this  report. 


Scope 

This  report  documents  the  approach,  results,  conclusions  and 
recommendations  of  all  studies  accomplished  to  evaluate  the 
effectiveness  of  automation  in  the  AFEES  operational  environment 
and  provides  significant  insight  into  possible  extension  to  a 
national  system.  The  majority  of  this  report  evaluates  the 
effectiveness  of  automation  for  a single  AFEES  thereby, 
establishing  those  functions  within  an  AFEES  that  should  be 
automated.  The  remainder  takes  the  individual  Automated  AFEES 
and  compares  how  this  automation  could  be  extended  to  a national 
Automated  AFEES  system. 


Method 

A three  step  data  collection  effort  and  a comparative 
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analysis  was  made  between  the  manual  and  Automated  AFEES  to 
develop  this  report.  (Manual,  Manual-modified  and  Automated 
data  collection  steps  are  used  to  develop  the  comparative 
analysis).  In  order  to  collect  data  for  this  report,  the  AFEES 
was  separated  into  five  functional  areas  as  follows:  Reception 

and  Orientation,  Mental  Test,  Medical,  Enlistment,  and 
Administrative.  One  evaluator  and  an  alternate  were  assigned  to 
each  area  to  insure  consistency  and  continuity  of  analysis. 

Data  for  the  manual  system  was  collected  during  April  1975 
prior  to  any  use  or  training  on  the  automated  system  by 
operational  personnel.  In  this  way  an  unbiased  assessment  of  the 
manual  system  was  obtained.  All  manual  descriptions  were 
immediately  documented. 

After  documenting  the  manual  system,  a major  DOD  policy 
change  (standardization  and  streamlining  of  AFEES  forms  and 
codes)  was  implemented  on  1 July  1975  and  necessitated  additional 
manual  data  collection.  A one  week  period  at  the  end  of 
September  1975  was  used  to  ascertain  the  impact  of  the  DOD  policy 
change  on  the  manual  operation  and  these  modifications  were 
documented.  Detailed  descriptions  of  the  manual/manual- modi fied 
system  are  contained  in  Appendixes  A,  D,  F,  and  H. 

The  last  data  collection  effort  extended  for  three  months 
between  5 January  and  22  March  1976,  and  was  a combined  data 
collection  and  procedure  fine  tuning  effort  of  the  Automated 
system.  Data  to  be  collected  was  identified  by  area  evaluators 
and  daily  worksheets  were  used  to  collect  the  required 
information.  Based  on  the  data  collected,  a description  of  the 
Automated  AFEES  system  was  then  written.  Detailed  descriptions 
of  the  automated  system  are  contained  in  Appendixes  B,  C,  E,  G, 
and  I . 

After  all  data  collection  efforts  were  completed,  the  area 
evaluators  performed  a comparative  analysis  of  the  manual  and 
automated  systems.  This  analysis  describes  the  pros  and  cons 
of  automation  for  each  functional  area,  a cost  analysis  of  the 
two  systems,  and  recommendations  for  improvements. 

The  report  is  presented  in  the  following  format:  (1) 

introduction,  (2)  a comparison  of  the  manual  and  automated 
systems  broken  down  by  functional  areas,  (3)  discussion  of 
in-house  technical  studies  and  other  topics  that  are  related  to 
the  automated  AFEES  system,  (4)  final  conclusions  and 
recommendations  and  (5)  appendixes. 

The  comparison  section  reviews  all  the  data  obtained  in  the 
manual  and  automated  systems  and  presents  all  advantages,  dis- 
advantages, conclusions  and  potential  improvements.  Each  area 
compares  the  manual  and  automated  system  in  terms  of  procedures, 
required  personnel,  workload,  performance  time,  equipment, 
supplies  and  operator  and  applicant  impressions. 

The  technical  studies  section  is  divided  into  those  areas 
specifically  related  to  the  designed  Automated  AFEES,  those  areas 
related  to  extension  of  the  Automated  AFEES  into  a national 
system,  and  a special  medical  analysis  required  in  support  of  the 
program.  Those  areas  specifically  related  to  the  designed 
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Automated  AFEES  include  Reliability,  Human  Factors,  and  Cost. 
Studies  relating  to  the  Automated  AFEES  as  a national  system 
include  the  development  of  a national  system  that  has  each  AFEES 
functioning  independent  of  other  AFEES,  the  devlopment  of  a 
network  that  ties  the  AFEES  together  as  a system,  and  a system 
that  detects  applicants  attempting  to  fraudulently  enlist  in  the 
service.  The  last  section  addresses  several  medical  areas  that 
had  to  be  investigated  as  part  of  the  overall  program  direction. 

The  conclusions  and  recommendations  section  is  divided  into 
specific  functional  area  conclusions  and  recommendations  and 
general  system  conclusions  and  recommendations.  As  necessary  the 
general  system  conclusions  expand  on  area  conclusions  that  affect 
other  areas  and  address  all  conclusions  that  are  identified  in 
the  related  studies  or  impact  on  the  AFEES  station  as  a whole. 

The  appendixes  contain  the  detailed  descriptions  of  the 
Manual,  Manual-modified  and  Automated  Systems  for  each 
functional  area.  These  appendixes  represent  the  source 
documentation  for  the  functional  area  comparative  analyses. 
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COMPARISON  OF  MANUAL  AND  AUTOMATED  SYSTEMS 


RECEPTION  AND  ORIENTATION  AREA 
Introduction 

The  "automated  AFEES  system  has  had  both  a direct  and  an 
indirect  effect  on  the  tasks  performed  in  the  Reception  and 
Orientation  (R&O)  area.  This  section  serves  to  compare  the 
manual  versus  the  automated  R&O  tasks  in  terms  of  this  effect. 
The  companions  are  made  between  the  descriptions  of  the  manual 
and  automated  AFEES  Reception  and  Orientation  area  to  be  found 
in  Appendixes  A and  B respectively. 

Recruiter/Applicant  Initial  Interview 

During  the  initial  interview,  the  recruiter  has  no  direct 
interface  with  the  automated  system;  however,  it  can  be  said 
that  the  system  in  part  caused  the  recruiter  to  schedule  his 
applicants  who  require  a Mobile  Examination  Test  (MET) . Because 
it  is  required  by  the  automated  system  that  an  applicant  be 
scheduled  (or  checked  in) , the  recruiters  must  inform  the 
liaison  of  the  expected  MET  testers  including,  primarily,  their 
social  security  account  numbers  so  that  the  liaison  can  give  a 
list  of  these  applicants  to  the  Mental  Testing  (MT)  Section. 

This  process  of  scheduling  MET  testers  makes  it  possible  for  the 
MT  Section  to  better  plan  and  oroanize  their  MT  function. 

Recruiter/Applicant  Subsequent  Interview 

Similar  to  the  initial  interview,  the  recruiter  has  an 
indirect  interface  with  the  automated  system  related  to  the 
subsequent  interview.  It  concerns  the  scheduling  of  his 
applicants  for  medical  testinq  (rather  than  MET  testing). 

Before  the  installation  of  the  automated  system,  only  Army 
applicants  were  scheduled  and  processed  throuqh  the  R&O  Desk. 
With  the  advent  of  automation,  it  is  necessary  for  all 
services'  applicants  to  be  checked  into  the  system  (via  CRT). 
This  procedure  does  not  cause  any  more  work  for  the  recruiter 
and  helps  to  create  a more  organized  system  for  purposes  of 
better  planning,  better  visibility  and  a more  even  applicant 
flow. 


Liaison  Responsibilities 

Aqain  the  only  comparison  to  be  made  in  the  area  of 
liaison  responsiblities  is  in  the  method  of  schedulina/check-in 
which  all  liaison  are  required  to  follow.  The  automated  system 
imposes  the  requirement  on  all  liaison  alike  (not  just  the  Army) 
that  their  applicants  must  be  checked  into  the  computer  system 
so  that  applicant's  data  bases  would  be  initiated.  The  mere 
fact  that  automation  forces  a kind  of  uniformity  between 
services  in  terms  of  the  scheduling/check-in  task  introduces  a 
benefit  to  the  AFEES  processing  organizer,  namely,  the  AFEES 
Commander.  By  1500  hours  on  the  afternoon  before,  he  can 
determine  how  may  applicants  are  projected  for  processing  the 
next  day  via  the  USAREC  Form  217 's  and/or  the  Workload  Report. 
(See  Appendix  B,  paragraphs  2. 7. 1.3  and  2. 4.1.6).  A report  of 
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the  actual  workload  can  be  produced  after  all  applicant  check-in 
has  been  completed.  These  workload  statistics  are  determined 
automatically  via  the  work  ID  code,  and  they  reflect  an  accurate 
count  of  all  applicants  who  were  checked  into  the  computer 
system.  The  report  provides  the  AFEES  Commander  with  a very 
beneficial  managerial  tool  to  use  in  his  analysis  of  the 
station's  processing.  The  new  scheduling/check-in  procedures 
pose  no  additional  burden  on  the  liaison,  and,  in  the  long  run, 
help  him  organize  this  facet  of  his  job. 


Reception  and  Orientation  Desk  Duties 

This  is  the  only  task  in  the  R&O  area  where  a direct 
interface  exists  with  the  computer  system.  The  following 
paragraphs  will  compare  the  manual  with  the  automated  R&O  Desk 
duties  in  terms  of  procedures,  human  factors,  personnel, 
workload,  performance  times,  equipment  and  supplies.  Problems 
as  well  as  benefits  of  automation  will  be  identified  and 
analyzed;  and,  lastly,  further  improvements  in  terms  of  the 
automated  R&O  Desk  functions  will  be  discussed. 

The  basic  goal  of  the  R&O  Desk/Central  Records  Room  (CR 
Room)  as  a point  of  entry  into  the  AFEES  system  for  applicants 
and  applicant  information  has  not  changed  with  the  introduction 
of  automation.  There  have  been,  however,  a few  changes  in 
procedures  to  effect  this  goal  as  outlined  below. 

a.  Scheduling.  Before  automation,  scheduling  of 
applicants  was  accomplished  via  USAREC  Form  217,  initiated  by 
the  liaison  and  sent  to  R&O.  R&O  personnel  would  pull  the 
folders /packets  of  the  applicants  listed  on  the  217s  in 
readiness  for  the  next  day's  processing.  In  addition  to  these 
same  steps,  the  automated  system's  scheduling  duties  include 
scheduling  via  CRT  of  all  Test  and  Physicals  (T&P's)  and 
inspections.  This  job  amounts  to  inputting  five  (5)  pieces  of 
data  on  each  applicant  which  takes  approximately  thirty  (30) 
seconds  per  applicant.  T&P's  are  CRT-scheduled  in  order  to 
save  time  the  next  morning  since  all  the  data  necessary  for 
check-in  would  be  in  the  system.  Inspections  are  CRT-scheduled 
the  afternoon  before  so  that  the  Enlistment  Processing  Area  can 
begin  typing  contracts  on  the  enlistees  early  the  next  morning. 
This  cannot  be  done  unless  the  applicant's  data  base  has  been 
created  by  either  scheduling  or  checking  him  in.  Normally, 
inspection  check-in  does  not  occur  until  approximately  0930. 

If  it  were  desired,  all  applicant  processing  could  be 
CRT-scheduled  on  the  afternoon  before.  This  was  done  at  the 
beginning  of  Initial  Operational  Test  and  Evaluation  (IOT&E) 
when  it  was  found  that  too  much  time  was  wasted  scheduling 
everyone  in  since  in  the  morning  the  CRT/RT02  user  could  fully 
check-in  all  the  applicants  with  no  increase  in  time  spent  for 
the  check-in  procedure.  The  only  advantage  of  scheduling  all 
aoplicant  processing  was  the  capability  of  automatically 
outputting  projected  applicant/workload  for  the  following  day. 
This  advantage  did  not  outweigh  the  disadvantage  of  the  extra 
time  needed  to  schedule  everyone  into  the  system. 
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o.  Check-In.  Check-in  procedures  have  changed 
considerably  with  the  advent  of  the  automated  system.  First  of 
all,  all  applicants  who  require  a physical  (and  test)  or 
re-evaluation  are  checked  into  the  system  at  the  R&O  Desk 
between  0700  and  0845.  (Under  the  manual  system  only  Army  and 
Other'  type  applicants  were  processed  through  R&O.)  This  all- 
service procedure  makes  for  a more  organized  system. 

Secondly,  instead  of  manually  checking  arrivals  off  the 
USAREC  Form  217 's  and  adding  their  names  to  Applicant  Flow 
_ fets'  t^ie  aPPlicants  are  checked  into  the  system  via  the  RT02 
Badge  Reader  and  CRT.  This  involves  inserting  the  applicant's 
badge  into  the  RT02  Badge  Reader  which  automatically  reads  it, 
and  inputting  as  few  as  none  (if  the  applicant  had  been 
scheduled)  or  as  many  as  nine  (9)  data  items  included  on  the 
check-in  screen. 

Another  difference  in  the  check-in  procedures  has  to  do 
with  inspection  check-in.  Instead  of  going  to  each  liaison  for 
a count  of  their  inspections,  R&O  receives  a USAREC  Form  217 
rom  each  liaison  with  the  names  of  all  inspections  who  actually 
showed  up.  These  applicants  are  checked  in  via  the  CRT  which 
should  involve  no  (or  very  little)  data  entry  since  the 
inspections  are  CRT-scheduled  the  day  before. 

c.  Daily  Workload  Report.  Because  all  applicants  are 
checked  into  the  automated  system  via  the  CRT,  a Daily  Workload 
Report  can  be  produced  automatically  on  the  DTC  300  printer 
Under  the  manual  system,  the  report  was  developed  by  counting 
the  names  on  the  217s  and  flow  sheets,  adding  the  numbers 
received  from  the  liaison,  and,  finally,  transferring  the  sums 
onto  the  Daily  Workload  Report  form. 

Procedurally , the  automated  system  has  accomplished  a 
great  deal  in  organizing  the  R&O  Desk.  The  automated  scheduling 
task  has  been  added  and  will  be  discussed  further  in  another 
paragraph;  a more  efficient  check-in  procedure  has  been 
introduced;  and,  finally,  the  Daily  Workload  Report  can  be 
produced  automatically,  saving  much  time  and  effort. 

In  terms  of  personnel,  the  manual  system's  check-in 
procedures  utilized  three  (3)  or  four  (4)  people  depending  upon 
the  workload.  The  automated  system  utilizes  six  (6)  people. 

Even  though  an  additional  two  (2)  to  three  (3)  people  are  needed 
for  a smooth-running  check-in  system,  this  represents  only 
between  1.0  and  1.5  man-hours  of  additional  effort. 

These  two  (2)  or  three  (3)  extra  people  are  pulled  from  the 
Processing  Section  where  their  services  are  not  needed  until 
arter  R&O  check-in  is  completed.  Therefore,  no  "extra" 
personnel,  need  be  hired  for  this  task.  For  R&O  duties  other 
than  the  check-m  task  both  the  manual  and  automated  system 
generally  utilized  four  people. 

i»«,naIn*2rd?rJr°  9ain  S°me  insiaht  on  how  the  automated  system 
w uld  affect  the  people  involved,  human  factors  were  determined 

^a^XafI!!e  and  °Perator  questionnaires.  In  the  R&O  area, 

21 ' 2,  ?f  the  examinees  felt  that  the  wait  before  the  manual 
check-in  was  excessive  as  opposed  to  23.8%  for  the  automated 
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system.  When  the  sergeant (s)  did  get  to  the  examinee  at  the  R&O 
Desk,  15.6%  (manual)  as  opposed  to  22.2%  (automated)  of  the 
examinees  were  displeased  with  the  time  it  took  to  check  them 
in.  These  percentages  show  that  the  automated  system  has 
decreased  (by  3.4%)  the  dissatisfaction  of  the  applicants  in 
waiting  to  be  serviced  for  check-in  and  increased  (by  6.6%)  the 
applicant's  dissatisfaction  for  the  length  of  time  for  actually 
checking  him  in. 

In  relation  to  the  operators,  the  results  of  the 
questionnaire  show  that,  while  the  automated  system  has  made 
their  job  more  difficult  and  time  consuming,  the  R&O  Desk 
personnel  would  rather  work  with  it.  The  reason  more  time  is 
necessary  to  accomplish  their  duties  is  because  they  still 
maintain  the  Central  Records  Room.  Therefore,  they  must 
maintain  both  the  manual  system  as  well  as  the  automated  system. 
This  makes  their  job  more  difficult. 

Workload  statistics  were  gathered  from  2 January  through 
21  November  1975  for  the  manual  system,  and  6 January  through  18 
March  1976  for  the  automated  system.  The  following  tables 
summarize  the  findings: 


TABLE  1 


APPLICANT  WORKLOAD  Applicants /Day 


Manual 

Automated 

Full  Medicals 

61 

85 

Re-evaluations 

5 

13 

Inspections 

70 

59 

DEP-In 

23 

54 

DEP -Out 

25 

27 

Straight 

17 

20 

The  applicant  workload  statistics  represent  actual 
averages  as  determined  from  the  Daily  Projected  Workload  Reports 
and  an  FY75  Baltimore  AFEES  report  provided  by  the  Commander. 

The  manual  workload  as  shown  in  Table  1 actually  translates  to 
an  average  of  136  different  people  in  the  station  per  day:  (61 

(full  medicals)  + 5 (re-evaluations)  + 70  (inspections)).  At 
that  time,  very  few  applicants  went  into  DEP  on  the  day  they 
took  their  physicals.  Instead,  they  came  back  later,  at  which 
time,  they  had  to  have  an  inspection  in  order  to  be  determined 
qualified  for  enlistment.  Procedures  changed  with  the  advent  of 
attempting  to  process  100%  of  the  qualified  full  medicals  into 
DEP.  This  explains  why  the  automated  system's  DEP-In  rate  (54 
average)  is  so  much  higher  than  the  manual  system's  rate  (23). 
The  automated  workload  as  shown  in  Table  1 actually  translates 
to  an  average  of  157  different  applicants  per  day:  (85  (full 

medicals)  + 13  (re-evaluations)  + 59  (inspections)). 
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TABLE  2 

Folder  Processing  Workload 


Filing  MET  packets 
Pulling  Folders  for  next  day 
Re-filing  medical  folders 


Folders /Day 
Manual  Automated 


average  workload  based^n3 thpPrGS?^t  approximations  of  actual 

Souses  s-srsa? 

(23)  totaling  89;  for  theL?™J<-D?P“Inf  (Wh°  Were  inspected) 
derived  by  aiding  thl  Zll  130  fol*=rs  were 

(13)  Dlus  DPP-n!  , U 11  medlcals  (85)  Plus  re-evaluations 
27  (DEP-Out)  equalling  ^32 ) ^Spected  ~ 59  (inspections)  minus 

system^/e^  to  ?!filed  Wder  the  man“l 

minus  the  number  of  DEP-Ins  /il  ciders  which  were  pulled  (90) 
enlistments  (17)  or  50-  anH  f ^nus  the  number  of  straight 
which  were  pulled  (130)'m?nnQ  ^u['omated  system,  folders 

DEP-ins  (54)  minus  DEP  T^  wh  DPP~Ins  (who  had  full  medicals  - 
(22))^^  straight  enlXtSS^S^lT  ^ GqUalling 

assumed  to  be9closeaapproximatGanS  e^ac^;  however»  they  are 
processing  workload  Pproximatlons  of  the  actual  folder 

applican /work  load  %*,  5S  &!!£“?»  3 154  i™d 
workload  since  the  manual  folder  processing 

must  be  taken  into  considerai-  ■ Gm'  L,ThlS  lncrease  in  workload 
times.  consideration  when  comparing  performance 

compaSl  ?r?awf  l^elS/^Thn/f  t?er£°rmanCe  timHS  are 
continuous  processings  ^/u/^r^?20^  ^ 


15 


i - -jin'lMMiril  r hi  i I 


7. 


TABLE  3 


Task  Performance  Times 


Manual  Automated 


Filing  MET  Packets* 

1.67 

(100  packets) 

2.  00 

(120 

packets) 

Scheduling 

- 

.75 

(90 

applicants) 

Pulling  folders  for 

1.50 

(90  folders) 

2.16 

(130 

folders) 

next  day* 

Check-In  (T&P's  and 

.58 

(35  applicants) 1. 01 

(98 

applicants ) 

physicals ) 

Check-In  (Inspection) 

. 25 

- 

.17 

(60 

applicants) 

Workload  Report 

. 25 

- 

.05 

- 

Re- filing  medical 

. 83 

(50  folders) 

1.50 

(90 

folders) 

folders* 

5.08 

7.64 

*These  tasks  assume  one  filer  at  work  continuously. 

The  performance  times  represent  an  increase  of  50%  total 
time  to  process  in  the  automated  as  opposed  to  the  manual  mode. 
This  increase  in  time  is  due  in  part  to  the  15%  increase  in 
applicant  workload  and  the  associated  42%  increase  in  the  folder 
processing  workload  as  shown  in  Tables  1 and  2.  This  increase 
is  due  basically  to  the  time  frame  in  which  the  automated  data 
was  collected:  January  and  February  are  classically  heavy 

processing  months,  as  well  as  the  increase  in  DEP-IN  processing. 

Disregarding  the  increase  in  R&O  task  performance  time 
imposed  by  the  automated  system,  it  should  be  evident  that  the 
7.64  total  hours  to  perform  the  R&O  function  is  within  the 
normal  duty  day.  This  is  especially  true  when  taking  into 
consideration  that  the  times  for  filing  assume  only  one  filer  is 
at  work.  Within  Central  Records,  there  are  two  (2)  men 
available  to  file  at  most  times  which  could  cut  filing  time  in 
half,  decreasing  total  R&O  performance  time  to  4.81  hours. 

The  automated  R&O  function  is  performed  utilizing  four  (4) 
pieces  of  equipment;  a Wright  Line  electric  badge  punch,  a 
Beehive  Super  Bee  CRT,  an  RT02  display  with  badge  reader,  and  a 
DTC  300  printer.  The  manual  R&O  function  required  no  equipment 
other  than  pencils.  This  represents  an  increase  in  cost  of 
$9332  (See  Related  Studies  - Costs  for  a breakout  and  comparison 
of  hardware  costs). 

Badges,  labels  and  continuous  sprocket  fed  paper  are 
additional  supplies  needed  for  R&O  to  function  in  the  automated 
mode.  Since  the  printer  could  easily  produce  the  workload  report 
on  any  piece  of  paper  and  the  automated  system  no  longer  uses 
the  manual  Daily  Projected  Workload  Report  Form,  a one-for-one 
trade  off  exists.  Regarding  the  added  badges  and  labels,  the 
benefit  they  introduce  to  the  system  overrides  the  increased 
supply  cost  ($4,625  per  year).  The  badges  used  in  the  RT02 

display  with  badge  reader  replace  the  necessity  of  a typist 
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having  to  type  in  the  applicant's  SSAN  both  at  the  R&O  Desk  and 
the  Medical  Testing  Section.  In  fact,  without  badges,  the 
medical  line  would  be  so  operationally  degraded  that  it  would  be 
inoperable.  Labels  save  a great  deal  of  time  by  eliminating  the 
necessity  of  typing  (or  printing)  the  applicants'  names  and 
other  information  on  their  packets  and  medical  forms. 

Two  problems  have  been  identified  in  automating  the  R&O 
area.  One  problem  has  to  do  with  the  workload  report.  Because 
the  R&O  Desk  personnel  only  schedule  T&P's  and  inspections,  the 
first  three  lines  of  the  report  do  not  reflect  the  actual 
workload.  "PROJ  TODAY"  and  "NO  SHOW"  entries  represent  only 
the  T&P's  and  inspections  that  had  been  scheduled;  it  does  not 
include  USAREC  Form  217  - scheduled  physicals  or  re-evaluations. 
The  "WALK-IN"  entries  depict  all  physicals  and  re-evaluations  as 
having  walked  in  since  they  hadn't  been  CRT-scheduled.  This 
does  not  mean,  of  course,  that  they  hadn't  been  217-scheduled. 

Two  possible  software  solutions  are  evident:  (1)  the  "PROJ 

TODAY",  "NO  SHOW"  and  "WALK-IN"  entries  could  be  deleted;  and  (2) 
the  capability  of  entering  the  data  via  the  CRT  after  counting 
up  the  categories  on  the  appropriate  USAREC  Form  217  could  be 
added.  Another  way  of  solving  the  problem  would  be  to  schedule 
all  applicants  into  the  system.  This  is  undesirable  due  to  the 
extended  time  it  would  take  to  accomplish  this  procedure. 

Another  problem  has  been  identified  concerning  the 
scheduling  task  which  the  automated  system  caused  to  be  added. 

At  the  beginning  of  IOT&E  all  applicants  were  scheduled  into  the 
system.  To  schedule  an  average  of  158  applicants  it  took 
approximately  1.3  hours.  It  was  found  that  during  morning 
check-in,  the  RT02/CRT  operator  could  easily  input  all  the  data 
without  delaying  the  check-in  task;  therefore,  R&O  stopped 
scheduling  full  medicals  and  re-evaluations,  but  continued  to 
schedule  T&P's  and  inspections  for  reasons  as  outlined  in  a 
previous  paragraph.  The  reason  for  scheduling  inspections  the 

afternoon  before  is  valid so  that  contracts  can  begin  to  be  cut 

early  the  next  morning.  However,  there  is  no  valid  reason  to 
continue  scheduling  T&P's.  On  the  average  the  AFEES  has  been 
experiencing  a 50%  no-show  rate  of  T&P's.  Normally  they 
schedule  between  40  and  60  T&P's  of  which  20  to  30  appear  for 
processing.  There  is  no  reason  why  these  20  to  30  can't  be 
totally  checked-in  in  the  morning  between  0700  and  0730.  Thirty 
(30)  minutes  could  then  be  saved  per  day,  decreasing  total  R&O 
performance  time  from  7.64  hours  to  7.14  hours. 

Surface  benefits  of  automation  in  the  R&O  area  concerning 
standardization  and  organization  have  been  discussed  in 
previous  paragraphs.  In  terms  of  time,  the  one  real  savings  is 
in  the  development  and  production  of  the  Workload  Report.  Other 
than  this  report,  the  automated  system  has  neither  decreased 
nor  increased  each  task's  total  processing  time  per 
applicant . 

Another  benefit  has  developed  relating  to  R&0!s  folder 


polling  task  which  they  accomplish  the  afternoon  before  the 
morning's  check-in  processing.  All  folders  (or  packets)  of 
applicants  who  have  not  gone  into  DEP  yet  are  supposed  to  be 
filed  alphabetically  by  name  in  Central  Records.  Frequently, 

R&O  cannot  find  some  of  the  217  scheduled  applicants'  folders. 
Some  of  the  reasons  why  the  folders  cannot  be  found  in  Central 
Records  are:  (1)  they  may  have  been  MET  tested  that  day  or  the 

day  before,  and  the  packet  either  hadn't  come  down  from  the 
Mental  Testing  Section  or  hadn't  been  filed  yet;  (2)  he  may 
have  taken  a physical  that  day  whereupon  the  Medical  Testing 
Section  may  have  the  folder;  (3)  the  applicant  may  have  gone 
into  the  DEP,  in  which  case,  the  liaison  should  have  his  folder. 
In  cases  of  lost  folders,  the  automated  system  has  the 
capability  of  interrogating  the  "Applicant  Status"  option.  Tf 
the  Applicant  Status  option  is  chosen,  information  concerning 
his  previous  AFEES  visits  is  available.  The  person  looking  for 
the  applicant's  folder  can  determine  when  he  was  last  at  the 
AFEES  and  what  processing  was  done;  this  should  give  him  a clue 
as  to  where  the  folder  might  be.  This  capability  lessens  R&O's 
aggravation  and  time  in  accomplishing  this  task.  If  the  lost 
folder  still  can't  be  found,  the  automated  system  is  capable  of 
printing  out  the  applicant's  mental  test  scores  as  well  as  his 
SF  88  if  he  has  taken  a physical.  This  introduces  a tremendous 
benefit  since  the  applicant  does  not  have  to  retest  or 
rephysical,  an  event  which  occurs  an  average  of  three  (3)  times 
per  week. 

The  automated  system  has  also  introduced  a real  benefit 
in  terms  of  cost  as  well  as  procedures  concerning  the  applicant 
check-in.  When  the  CRT/RT02  operator  inserts  the  applicant's 
badge  in  the  RT02  badge  reader,  the  "Check-in"  screen  is  brought 
up  on  the  CRT  complete  with  any  scheduling  data  that  might  have 
been  input  on  him  and  any  "previous  visits"  data  if  he  had 
accomplished  any  other  processing.  It  is  a processing  rule  that 
all  applicants  must  have  taken  and  passed  the  ASVAB  before  they 
are  permitted  to  take  a physical.  Therefore,  all  applicants  who 
have  MET  tested  since  the  automated  mental  test  function  has 
been  integrated  (31  Jan  76)  will  have  a MET  test  entry  under 
"Previous  Visits".  This  entry  consists  of  a date,  Work  ID, 
status  code  (A  - acceptable,  B - mental  failure)  and  a 
percentile.  If  the  CRT/RT02  user  sees  a "B"  status  code  indic- 
ating a mental  failure,  he  is  able  to  flag  the  applicant  in 
order  to  prevent  him  from  continuing  any  further  processing. 

This  same  logic  is  used  relating  to  medical  failures.  If 
the  applicant  was  physically  tested  since  the  advent  of  the 
automated  system  (5  Jan  76),  he  will  have  a medical  processing 
entry  under  "Previous  Visits"  on  the  "Check-in"  screen.  The 
entry  consists  of  a date,  Work  ID,  and  a status  code  (A  - 
acceptable,  C - medical  failure).  If  the  CRT/RT02  user  sees  a 
"C"  status  code  indicating  a medical  failure,  he  is  able  to 
flag  the  applicant  in  order  to  have  the  supervisor  check  to  see 
if  he  is  a temporary  or  permanent  failure.  (If  he  is  a 
permanent  failure,  the  applicant  may  not  take  another  physical 
until  one  year  has  passed)  . 
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The  R&o  supervisor  catches  an  average  of  four  applicants 
per  week  who  are  trying  to  process  ineligibly.  After^a  year 

thG  ?ut°mated  system,  this  number  could  easily  increase 
since  physicals  are  good  for  one  full  year. 

to  roi!Urin9  ^ operational  evaluation  the  AFEES  was  beginning 

and  ComPuter  system  to  obtain  medical 

and  mental  data  and  becoming  less  dependent  on  the  applicant's 

folder  The  possibility  exists  within  the  automated  system  to 

e^i!!ai2afce  1116  Central  Records  Room  (CRR)  . The  CRR  is  filled 

«n?al  t?,ttYPeS  °f  f^?erS!  (1)  The  packet^with  otly 

not  bee^determined  "i  ^ 

scoresSarenkeDtPinrtte9  docume"tation)  and  mental 'test 

exceotior„f  e.?°lders-  A11  of  this  data  with  the 

exception  of  the  information  contained  in  any  necessarv 

supporting  medical  documentation  exists  within  the  counter 

sys  em;  the  supportive  medical  documentation  which  consists  of 

applicant POm  aPpUcant’s  <™>  Actors  can  be  kep^yi^ 

Procedures  could  be  developed  to  delay  the  ini  ^ 

an  appiicanfs  folder  until  he  plans  to  enlist.  On  toat  day 

pr?n?oP^1Can^SKneCeSSary  106131031  forms  and  mental  test  scores 
eithe?  beCbrik  be  automatically  produced;  the  folder  would 

en??sL«  4-b  wk  dOWn  accordln9  to  regulation  and  accompany  the 
enlistee  to  his  reception  station,  or,  if  he  enlisted  into  npp 

the  folder  would  be  kept  by  his  liaisir  as  it  present  Js  ' 

Se  and  °f  different  Procedures  and  more  efficient 

could  computer  system,  the  Central  Records  Room 

be  eliminated,  as  well  as  the  associated  time  spent  filinn 

t^e  folderS  filled  ”ith  data  which  is  duplica?efwftoin9 

continued  ?Y  eliminatin9  the  CRR,  5.66  man-hours  of 

ssffisr jsss  — - 


Conclusion 

"°„„^crea®ed  when  taking  the  increased  workload  into 
onsideration;  no  new  personnel  need  be  hired  for  the  mornina 
check-rn  procedure  due  to  the  availability  li  t«o  tr  th?J2 
itt™6  fr°m  016 . Processing  Area.  Aside  from  the  fact  that  an 

automated1?  eJulpment  and  supplies  is  necessary  to  support  the 
automated  system,  no  negative  effects  are  evident-  five 

ts  ^SStiffh  ? ■ fde?tified>  and  -any  idJuSSSl^E  well 

as  potential  benefits  have  been  proposed. 


Y ■ - - i ' - vr  'ir-i  jk'ut '"gi  °*4  ' 
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MENTAL  TESTING  AREA 


Introduction 

Prior  to  getting  into  the  actual  comparison  of  the  mental 
testing  area,  a brief  description  of  the  events  which  occurred 
during  the  past  year  is  necessary  in  order  to  understand  the 
significant  impact  of  the  Automated  AFEES  System  in  this  area. 

During  the  early  months  of  1975,  a plan  to  use  a single 
mental  test  for  all  services  was  directed  for  implementation 
on  1 Jan  1976.  The  test  was  written,  aareed  to  by  all  services, 
and  then  a conversion  table  for  the  AFOT  was  developed.  Each 
service  independently  developed  its  own  aptitude  score 
algorithms  and  the  Army  decided  how  the  scores  were  to  be 
reported.  The  time  frame  for  most  of  these  activities  was  the 
last  half  of  1975;  however,  the  completion  of  these  activities 
approached  the  last  days  of  1975. 

While  developmental  work  on* the  new  test  was  taking  place 
the  testing  section  of  the  AFEES  was  administering  the 
existing  ACB  to  the  Army  and  Marine  Corps  at  various  MET 
^tef‘  i.The  Navy  and  Air  Force  administered  their  own  tests. 

The  tests  were  hand  scored  on-site  in  order  to  give  the  results 
to  the  recruiters.  The  testing  section  at  the  AFEES  rescored  a 
random  sample  (about  10%)  of  the  MET-site  scored  tests  to  verify 
correct  scores.  The  test  team  returned  to  the  AFEES  only  to 
file  the  results  and  prepare  for  their  next  test. 

At  the  same  time,  the  Automated  AFEES  System  was  being 
aSJ^rated  i"to  the  operational  environment  at  the  Baltimore 
AFEES  with  the  exception  of  the  mental  testing  area.  The  soft- 
ware for  the  new  test  was  being  written;  and,  since  the  old 

tests  were  being  phased  out,  the  Automated  AFEES  did  not  attempt 
to  integrate  the  old  tests.  attempt 

1 January  1976  r the  new  all-service  test  called  ASVAB 

6 and  7 r^Ce  ^ational  Aptitude  Battery)  with  two  versions 

AFEES  te^?iSC?  ^ pr^Vlous  tests-  Thi^  greatly  impacted  the 
AFEES  testing  function  because:  (1)  The  new  test  had  to 

scored  at  the  AFEES  instead  of  in  the  field  (The  testing 
WhSn1thiat  AF?ES  scored  tests  using  a DIGITEK  mark  reader. 
^cSmplished3  ^ ln°Perative'  hand  scoring  had  to  be 

?epor?ing  results1?  %tated  long  delays  in  scoring  and 

substantialfv  IV  Scoring  time  for  individual  tests  was 

antially  longer  than  the  previous  ACB  test,  (3)  The  AFFF9 
administered  and  scored  tests  for  all  services  rather  ta  “ 

“)  it’d  S’"’’e  day  reSUUs  Were  ^tempted,  and 

P ho  failed  previous  production  tests  were  allowed 

to  retest  with  the  ASVAB. 

the  testinq^area16  Thp11^  +?f  these  Ganges  was  total  confusion  in 
and  the  testing  Lo  testine  population  increased  drastically 

Test results  Sere  n^?o  t0  keep  up  “ith  the  workload. 

times,  results  did  not  become™vaiSble  fo^d^ys8  “Ste  manY 

Sr«rkS?d  daYS  “d  eVeninPS  iP  * fruitles^effort  to  handle 
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The  Automated  AFEES  system  was  introduced  into  the  testing 
section  the  last  week  of  January  1976.  At  this  time  the 
on-the-job  training  and  phaseover  of  the  people  began.  It  was 
not  until  the  first  week  of  February  1976,  that  the  system  and 
the  people  were  able  to  handle  each  day's  workload  as  it 
occurred. 

Preparation  for  Testing 

The  automated  system  requires  that  all  applicants  who 
are  taking  the  test  for  a particular  day  be  checked  into  the 
system  for  that  day.  A CRT  operator  creates  a data  base  for 
each  applicant,  and,  at  the  same  time,  makes  sure  the  applicant 
has  not  previously  tested.  In  the  case  of  an  applicant  who 
previously  tested  under  the  automated  system,  he  would  already 
have  a data  base  and  the  CRT  operator  would  be  notified  at  the 
time  of  check-in  that  he  previously  tested.  The  system  would 
give  the  operator  the  date,  the  service  tested  for,  the  test 
version,  and  the  status  (passed  or  failed).  At  an  average  of 
120  tests  given  per  day,  the  CRT  operator  takes  approximately 
one  hour  to  check  in  all  testers.  The  significance  of  this 
procedure  is  that  an  applicant  trying  to  fraudulently  retest 
would  be  noted;  and,  when  the  test  team  returns  to  the 
AFEES  to  score  the  tests,  that  applicant's  tests  would  not  be 
scored. 

In  the  manual  system,  the  testers  would  score  the 
applicant's  test,  then  create  a packet  to  be  sent  to  and  filed 
in  the  Central  Records  Room  where  a duplicate  exists  from  his 
previous  failure.  The  duplicate  packet  may  not  even  be 
noticed  at  the  time  of  filing;  and,  furthermore,  may  not  be 
pulled  when  the  applicant  returns  to  enlist  — chances  are 
one  in  two  that  the  Central  Records  Clerk  will  pull  the  good 
packet. 

A significant  benefit  of  the  automated  system  is  that 
all  applicants  trying  to  fraudulently  retest  and  then  enlist 
will  be  identified  prior  to  the  scorinq  of  their  mental  test. 

Thus,  there  will  be  no  fraudulent  enlistments  via  fraudulent 
retest.  The  test  team  will  not  score  the  tests  of  those 
applicants  and  the  Central  Records  Clerk  will  not  file  duplicate 
packets  any  longer.  At  the  present  time,  however,  there  is  no 
available  data  on  the  number  of  applicants  attempting  to 
fraudulently  retest. 

Testing 

The  automated  system  has  no  effect  on  testinc  except  that, 
the  test  team  must  now  make  sure  that  each  applicant  properly 
encodes  his  SSAN  on  each  answer  sheet.  This  will  enable  the 
testers  to  properly  score  all  the  sheets  on  their  return  to  the 
AFEES . 

Scoring  the  Test 

This  is  where  the  main  impact  of  the  automated  system  occurs 
in  the  testing  area.  Using  a conservative  estimate  of  two 
minutes  per  applicant  to  read  the  answer  sheets,  score  the  test 


ana  printout  the  results  and  using  120  applicants  per  day  as  the 
workload,  the  total  scoring  time  is  240  minutes.  This  time  is 
required  of  only  one  tester  — the  tester  loading  the  OMR  and 
running  the  OMR  and  GE  Terrainet  300  in  tandem. 

The  average  manual  scoring  time  for  the  ASVAB  excluding 
the  transferring  of  scores  onto  the  DD  Form  1966  were:  7 

minutes  and  30  seconds  for  the  Army,  7 minutes  for  the  Marine 
Corps,  5 minutes  and  30  seconds  for  the  Air  Force,  and  5 
minutes  for  the  Navy.  Assuming  a typical  mix  of  43%  Army,  19% 
Marine  Corp,  19%  Navy,  and  19%  Air  Force  applicants  and 
assuming  four  MET  teams  testing  thirty  applicants  each,  the 
applicant  make-up  for  each  site  would  be  12  Army  applicants, 
and  6 each  Navy,  Air  Force  and  Marine  Corp  applicants.  The 
total  scoring  time  for  one  site  would  be  195  minutes.  Total 
manual  scoring  time  for  4 sites  or  120  applicants  would  be 
780  minutes. 


The  automated  scoring  time  is  240  minutes  and  the  manual 
scoring  time  is  780  minutes  — 4 man-hours  versus  13 
man-hours  of  effort.  The  man-hour  time  savings  is  even  greater 
due  to  the  fact  that  the  automated  system  will  not  score 

fraudulent  retesters;  whereas,  in  the  manual  system  all  testers 
are  scored. 

The  testers  were  given  an  operator  questionnaire  concerning 
heir  reaction  to  the  automated  system.  Si>r  responses  were 
received;  four  people  noted  the  automated  system  made  their  job 
much  easier  taking  less  time,  one  person  noted  his  job  was  a 
little  easier  and  it  took  less  time,  and  one  person  noted  his 
30b  was  about  the  same  but  it  took  more  time,  although  he 
preferred  working  with  either  system.  The  nearly  unanimous 
consensus  of  the  testers  is  that  the  automated  system  has  made 
their  30b  easier,  takes  them  less  time,  and  they  prefer  the 
automated  system. 


The  automated  system  necessitated  three  additional  pieces 
of  equipment  (the  OMR,  G.E.  Terminet,  and  a CRT),  and  required 
he  purchase  of  three-part  sprocket  fed  paper  in  order  to  aet 
a hard  copy  of  the  test  scores.  It  replaced  the  test 
computation  sheet  DA  Form  6170-3  and  the  DIGITEK  mark  reader. 

. Dae  to  the  fact  that  the  mental  testing  area  was  phased-over 
n integrated  into  the  automated  system  much  later  than  the 
other  stations,  there  still  exists  a few  problems.  All  the 
esters  did  not  receive  adequate  training  on  the  automated 
system,  hence,  some  run  the  system  far  better  than  others. 

hose  who  run  it  well  are  most  often  prepared  for  the  other  two 
problems:  (i)  The  OMR  sometimes  tears  wrinkled  answer  sheets 

and  (2)  Side  3 reading  sometimes  causes  an  error  condition  with 

^n??o^ngi^°CeKS;u  The  testers  have  developed  work  around 
olutions  although  they  are  not  final  solutions.  The  testers 

have  been  instructing  the  applicants  to  be  very  careful  with  the 
answer  sheets , and  they  also  are  being  very  careful  both  in  the 

fp^ribUtl°?  a?d  XI!  the  collection  of  the  answer  sheets.  The 
testers  must  also  insure  that  the  answer  sheets  are  properly 
loaded  into  the  OMR  feed  hopper.  When  these  p reactions  are 
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taken,  the  answer  sheets  rarely  get  torn  The  other  problem 

which  occurs  only  at  peak  system  loading  re  whe  extra 

answer  sheets  are  not  fed  one-at-u-time  into  the  u 

. ; +-  ,-,Voq  to  do  this  is  enouqh  time  for  tne  centiai 

iFt?  1,^ 

working  late  nearly  every  day  for  the  past  month. 

-P°St  has  eliminated  the  requirement  for  the 

test  computation  sheet  and  the  carbon  copies ^Itapled' 

The  computer  print-out  on  three-part  pap-.r  i f icant  savings 

£re  Slft^^fac?  Sat^tes^scores  are  in  the  applicant's 
USRRECanoradoefthrtestddate!eteSrversL“  and  category.  A 
information6  from' the6 DD^F orm  19«  STSS  in  one 

“"“^gain  assuming  120  applicants  daily,  the  time  savings  is 
120  minutes  or  2 man-hours.  The  packet  filing  time  is  the  same 

Comm  Room  mutt  input  on  each  applicant  prior  to  transmrssron. 

Other  Test  Capabilities  ,,  t-v  to  load 

The^ automated  system  gives  the  AFEES  the  °Pp°“^nYorder 

mark  sense  SF  93  forms  into  the  OMR  and  read  the  data  in  oraer 
to  qet  this  information  into  the  applicant's  data  base.  The 
p?oc!ss  is  carried  out  daily  in  about  the 

rnrantal  test  scorinq.  However,  the  mark  sense  SF  93  nas  oniy 
one  side  to  be  read  by  the  OMR.  The  process  takes  10  seconds 
per  applicant.  This  historical  data  along  with  medical 

examination  data  completes  the  applicant  medical  data  base. 

The  automated  system  gives  the  testing  section  eauivalent 
„ nabilitv  to  convert  an  applicant's  raw  scores  to  the  equivalent 
Cc.pabi  i , eorvice  This  part  of  the  scoring 

process6 isCbyS far  the  most  time  comsuminq.  This  will  enable 
applicants  who  score  too  low  for  a particular  s ^ The 

quickly  and  easily  check  their  scores  f?r  * are 

aonlicant  will  not  be  required  to  be  retested,  his  scores  are 
just  converted  to  anothe-  service.  A conservative  estimate  of 
the  number  of  applicants  requiring  scores 

day.  This  would  easily  take  one  man-hour  to  do  by  hand,  b 
utilizing  the  computer  it  takes  one  minute  per  man.  ... 

The  automated  system  also  gives  the  testers  the  capabi  y 
to  enter  raw  scores  and  have  them  converted  for  any  service. 

Sis  feature  is  particularly  handy  if  the  Optical  Mark  Reader  is 
inoperative.  The  testers  would  then  only  hand  score  to  obtain 
the  raw  scores  and  then  enter  these  for  conversion. 

The  capabilities  discussed  above  are  only  extensions  to 
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fche  basic  capability  of  scoring  applicant  mental  tests  anH 

a°b^r;r^:  r;suits  to  the  <»»•*»*  “«i«  ® r niE 

a back-up  mode  of  operation  to  the  normal  daily  routine. 


* 


Conclusion 

. The  automated  system  has  introduced  new  state-of-the-art- 
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Introd uction 

Each  individual  manual  task  will  be  compared  to  its 
corresponding  automated  task.  Differences  in  procedure, 
equipment,  and  performance  times  will  be  discussed.  Additional 
tasks  which  appear  in  the  automated  system  and  not  in  the  manual 
system  will  be  discussed  in  the  overall  comparison  appearing  in 
a later  paragraph. 

Medical  Briefing  Task 

This  task  is  basically  identical  in  both  the  manual  and 
automated  systems.  The  same  procedure  is  followed  in  both 
cases.  Since  no  equipment  is  required  in  either  case  no  change 
is  noted.  The  performance  time  to  complete  the  medical  briefing 
is  essentially  the  same  for  both  the  manual  and  automated 
systems.  The  most  significant  difference  between  the  manual  and 
automated  systems  was  the  number  of  briefings  performed.  In  the 
manual  system  one  briefing  was  given  to  approximately  30 
applicants,  since  the  remaining  applicants  had  received  the 
history  processing  in  the  field  prior  to  arrival  at  the  station. 
At  the  start  of  automation  the  Baltimore  AFEES  eliminated  the  use 
of  the  medical  field  teams  thereby  forcing  all  histories  to  be 
administered  at  the  AFEES.  Operationally,  this  substantially 
increased  the  medical  workload  at  the  station  during  the 
evaluation  period.  Because  of  space  limitations  at  the  AFEES  it 
was  necessary  to  give  two  medical  history  briefings.  This 
resulted  in  a second  group  starting  through  the  medical  line  one 
half  hour  to  fourty-five  minutes  later  than  in  the  manual 
system.  Although  the  medical  section  processed  this  second 
group  of  applicants  quickly,  there  was  some  delay  at  the  history 
review  where  the  two  groups  competed  for  reviewing  physicians. 
Since  this  procedure  did  not  exist  during  the  manual  evaluation 
the  only  estimate  of  delay  that  can  be  made  is  from  the  overlap 
at  the  history  review.  An  average  of  10  minutes  was  observed 
before  the  first  group  finished  the  history  review  and  the 
second  group  was  started. 

The  only  operational  change  chat  exists  as  a result  of 
automation  is  the  SF  93,  Report  of  Medical  History  form.  This 
form  is  now  a mark  sense  form  designed  to  be  compatible  with  the 
OPSCAN  17  (OMR)  Optical  Mark  Reader.  The  mark  sense  SF  93 
contains  an  additional  column  that  is  completed  by  the  physician 
when  the  history  item  identified  by  the  applicant  is  determined 
to  be  disqualifying.  In  this  way  it  is  possible  to  obtain 
statistics  on  the  number  of  history  questions  that  applicants 
respond  to  as  well  as  their  impact  on  actual  processings.  Those 
items  marked  disqualifying  by  the  physician  are  automatically 
printed  on  the  SF  88.  This  new  form  does  not  require  any  more 
time  to  complete  than  its  manual  counterpart.  For  a detailed 
description  of  the  mark  sense  SF  93  see  ESD  TR-76-135,  Report  on 
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the  Medical  Activities  for  the  Automated  AFEES  Program. 

Heiqht  and  Weight  Task 

The  procedure  for  this  task  is  more  rigid  m the  automated 

system.  In  the  manual  system  the  prder  in  which  the 
measurements  were  taken  and  recorded  was  variable.  In  the 
automated  system  on  the  otherhand,  the  measurements  are  made  as 
the  computer  expects  them  to  be  recorded  (height  first,  weight 
second,  etc.).  This  is  not  absolutely  necessary  but  a much _ 
smoother  operation  is  attained  if  it  is  done  in  such  a fashion. 

In  addition  to  the  height/weight  scale,  an  RT02  is  required 
in  the  automated  system. 

It  takes  from  three  to  five  seconds  longer  to  measure  and 
record  an  applicant's  data  in  this  task  under  the  automated 
system.  Depending  on  the  operator  and  time  of  day,  the  times 
were  almost  identical  in  the  automated  system  as  in  the  manual 
system.  The  delay  is  due  to  computer  response  time  which  is 
dependent  on  the  amount  of  activity  in  the  AFEES  and  in  some 
cases  operator  unfamiliarity  with  tne  procedure.  However,  this 
delay  does  not  slow  down  the  total  medical  processing  because 
the  Height/Weight  Task  is  accomplished  very  quickly  relative  to 
the  other  tasks.  Therefore,  the  time  seemingly  lost  in  this 
task  is  not  noticed  in  the  subsequent  tasks  because  it  takes 
longer  to  accomplish  them. 

X-ray  Task  .... 

The  procedure  in  this  task  is  basically  the  same  m both 
the  automated  and  manual  systems.  The  only  difference  being  in 
the  recording  of  the  X-ray  number.  In  the  manual  system  the 
X-ray  number  was  recorded  when  the  X-ray  was  taken  In  the 
automated  system  this  is  done  automatically  by  inserting  the 
applicant's  plastic  card  into  the  RT02. 

As  mentioned  above  the  RT02  is  an  additional  piece  of 
equipment  which  was  not  used  in  the  manual  system. 

The  performance  times  for  this  task  under  either  the  manual 
or  automated  system  are  i^°ntical. 

Blood  Pressure  and  Pulse  Task 

The  procedure  for  this  task  is  the  same  in  the  automated 
system  as  in  the  manual  system  except  that  the  measurements  are 
recorded  via  an  RT02. 

An  RT02  is  the  only  additional  equipment  used  in  the 
automated  system  relative  to  the  manual  system. 

Performance  times  are  identical  in  both  the  automated  and 
manual  systems. 

Vision  Task 

The  procedure  is  identical  in  both  systems  except  that  the 
results  are  recorded  via  an  RT02. 

In  addition  to  the  vision  testers,  RT02's  are  required  in 

the  automated  system. 

Performance  times  remained  the  same  in  the  automated 
system  as  in  the  manual  system. 
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Serology  Task 

The  only  difference  in  procedure  between  the  automated  and 
manual  systems  was  the  inserting  of  a plastic  card  into  the 
RT02 . 

The  RT02  is  the  only  additional  equipment  required  at  this 
task  for  the  automated  system. 

Here  also  the  performance  times  were  identical  in  the 
automated  and  manual  systems. 

Urinalysis  Task 

The  procedure  in  this  task  under  the  automated  system 
remains  the  same  as  in  the  manual  system  except  for  the 
inserting  of  the  applicants  plastic  card  into  the  RT02. 

The  RT02  is  the  only  additional  equipment  required  to 
accomplish  this  task  under  the  automated  system. 

The  performance  times  remained  the  same  in  the  automated 
system  as  in  the  manual  system. 

Audiometer  Task 

As  in  the  manual  system  the  procedure  is  identical  in  the 
automated  system  except  that  the  test  results  are  inputted  in 
the  computer  via  an  RT02. 

An  RT02  is  the  only  additional  equipment  required  for  this 

task. 

Performance  times  are  identical  for  both  the  manual  and 
automated  systems. 

Floor  Exam  and  Exercises  Tasks 

These  tasks  did  not  change  significantly  in  the  automation 
of  the  medical  area.  Therefore,  all  procedures,  equipment,  and 
performance  times  remain  the  same  as  in  the  manual  system, 
except  that,  instead  of  filling  in  an  SF  88,  a clinical 
evaluation  worksheet  is  marked  instead. 


Profile  and  Review  of  Medical  History  Tasks 

Except  for  the  use  of  a mark  sense  SF  93  described 
previously  and  computer  printed  SF  88,  these  tasks  remain 
basically  the  same  in  the  automated  system  relative  to  the 
manual  system. 

Inspection  Task 

The  basic  structure  of  the  medical  inspection  of  applicants 
coming  out  of  DEP  has  not  changed.  The  automated  system 
provided  some  benefit  by  automatically  printing  the  inspection 
stamp  the  first  time  the  SF  88  was  printed.  This  has  eliminated 
the  need  of  a stamp  and  the  time  required  to  stamp  all  copies  of 
the  SF  88  during  the  inspection  process.  There  is  no  data  to 
support  a significant  time  savings  but  the  medical  section 
identifies  this  improvement  as  the  elimination  of  a major 
annoyance . 


Additional  Tasks 

With  the  automation  of  the  medical  area  came  additional  tasks 
which  were  not  in  the  manual  system.  These  tasks  include 
matching  of  the  SF  88  and  SF  93  with  the  applicant,  printing  of 
the  SF  88,  Orthopedic  Data  Entry,  Free  Text  Data  Entry,  and 
Female  SF  88  data  entry. 

Overall  Comparison 

In  the  automated  system  additional  equipment  was  required 
for  almost  all  the  tasks.  A total  of  ten  RT02's  are  used  in  the 
various  tasks.  Also  one  DTC  printer  and  Beehive  CRT  were 
required  for  the  additional  tasks  mentioned  in  a previous 
paragraph. 

The  sequence  of  tasks  under  the  automated  system  is 
basically  the  same  as  in  the  manual  system.  The  differences 
appear  in  the  fact  that  the  automated  process  introduced  five 
additional  tasks.  These  additional  tasks  are  performed  in  the 
latter  part  of  medical  processing  and  are  discussed  below. 

Since  the  applicant  does  not  carry  an  SF  88  with  him  during 
the  examination,  it  is  necessary  to  give  the  applicant  his 
completed  SF  88  prior  to  the  physician  interview.  This  has 
necessitated  that  a technician  tear  off  the  88' s and  distribute 
them  to  the  applicants.  To  date,  technicians  have  been  able  to 
perform  this  function  and  still  perform  their  existing  duties 
with  no  impact  on  applicant  processing. 

In  order  to  obtain  a data  base  on  the  results  of  medical 
histories,  it  is  necessary  to  collect  the  mark  sense  SF  93' s 
after  the  physician  has  completed  his  review,  bring  these  SF 
93' s to  another  section  for  scoring,  and  then  return  them  to 
the  applicant  prior  to  the  final  physician  review.  This  also 
has  been  accomplished  with  no  significant  delay  on  the  applicant 
processing. 

With  the  task  of  printinq  the  SF  88,  a delay  was  introduced. 
This  delay  was  caused  by  the  large  amount  of  data  to  be  printed, 
response  time,  and  printing  speed  limitations  inherent  in  the 
design  of  the  printer.  Taking  about  one  minute  to  print  one  SF 
88,  the  printer  was  much  slower  relative  to  the  time  it  took  one 
doctor  to  interview  an  applicant  and  issue  a profile.  This 
delay  became  especially  evident  when  more  than  one  doctor  was 
profiling. 

There  is  no  question  that  the  automatic  SF  88  printing 
process  delays  the  existing  automated  operation.  Depending 
on  the  processing  load  and  the  amount  of  activity  on  the 
remainder  of  the  system,  it  was  observed  that  the  printing  of 
the  SF  88  contributed  a delay  to  completion  of  medical 
processing  for  the  last  applicant.  That  is,  the  first 
applicant  processed  through  the  automated  medical  system  would 
not  be  processed  any  faster  manually  but  the  last  applicant  could 
have  been  processed  a maximum  of  30  minutes  faster  if  done 
manually.  This  is  essentially  because  the  physician  can  go 
right  to  the  applicant  and  not  have  to  wait  for  an  SF  88  to  be 
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printed. 

Although  the  30  minute  delay  is  undesirable,,  observation 
of  the  liaison  operation  indicated  that  it  was  not  likely 
that  saving  the  30  minutes  for  the  last  applicants  would  insure 
that  they  would  be  processed  to  completion  any  quicker.  This 
was  especially  evident  for  the  Army,  whicn  represents  the 
largest  workload  to  the  AFEES.  On  days  when  the  workload  was 
large  (85-105  physicals)  and  the  printer  caused  the  most  delay, 
it  was  also  observed  that  applicants  were  continuously  waiting 
for  their  meeting  with  the  liaison  officer.  New  operational 
procedures  have  been  instituted  by  the  Baltimore  AFEES  and  the 
liaison  to  successfully  eliminate  the  delay  caused  by  the 
printer. 

When  total  time  for  the  medical  processing  activity  is 
studied  relative  to  both  the  increased  workload  during  the 
automated  evaluation  and  the  introduction  of  the  in-house  SF  93 
briefing  for  all  applicants,  there  is  no  data  to  support  that 
applicants  were  being  processed  slower  than  in  the  manual 
system.  The  data  and  observations  made  can  only  substantiate 
that  the  automated  system  has  neither  delayed  nor  improved  the 
speed  at  which  applicants  are  processed  in  the  medical  area 

t0  the. Printing  of  the  SF  88,  orthopedic  data  must  be 
entered  from  a clinical  evaluation  worksheet.  (For  a detailed 
discussion  on  the  clinical  evaluation  worksheet  see  ESD-TR-76-135 . ) 

he  mechanics  of  entering  data  on  the  worksheet  are  essentially 
the  same  us  entering  data  on  the  Clinical  Evaluation  portion  of 
the  old  SF  88.  Once  the  data -was  entered  on  the  sheet,  a 
technician  had  to  key  in  all  the  codes  identified.  Several 
different  technicians  participated  in  this  effort  and  there  was 
no  impact  on  applicant  processing  due  to  this  added  function. 

Entry  of  free  text  data  into  the  medical  data  base  is  the 
most  significant  duty  added  to  the  medical  section.  This 
function  requires  that  a technician  enter  profile,  disqualfying 
codes  and  physician's  comments  into  the  system  after  the 
physician  has  completed  his  review.  Throughout  the  evaluation 
period  this  function  took  approximately  1J?  to  2k  hours  to 
complete.  As  a general  rule,  the  free  text,  profile  and 
disqualfying  codes  for  applicants  enlisting  or  going  into  DEP 
were  completed  first  to  avoid  delays  in  other  processing 
stations.  The  free  text  for  the  remaining  applicants  was 
entered  as  soon  as  possible  during  the  remainder  of  the 
afternoon. 

nnder  both  the  automated  and  manual  systems  there  is  a 
requirement  for  one  medical  technician  to  remain  in  the  medical 
area  until  1630  hours.  In  the  manual  system  this  person  would 
administer  two  day"  blood  pressure  and  pulse  and/or  answer  any 
questions  that  some  liaison  would  have  concerning  a previously 
physicalled  applicant.  This  activity  was  not  particularly 
emanding  or  time  consuming  and  in  fact  was  very  sporadic  on  any 
aiven  day.  In  the  automated  system,  however,  the  "late  man"  will 
also  be  tasked  with  other  activities.  These  other  activities 
include  free  text  data  entry  from  the  day's  physicals,  free  text 
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data  entry  for  any  re-evaluation,  and  on  sorr.e  occasions  female 
SF  88  data  entry.  Although  the  "late  man"  will  leave  at  his 
usual  time  relative  to  the  manual  system,  his  time  will  have 
been  used  up  with  free  text  data  entry  activity. 

The  last  additional  task  was  female  data  entry.  Since  the 
female  workload  at  the  Baltimore  AFEES  did  not  justify  a 
complete  set  of  hardware,  the  existing  female  testing  procedures 
were  unchanged.  However,  in  order  to  get  data  on  female 
applicants  into  the  system,  a batch  data  entry  procedure  was  set 
up  using  available  RT02's.  This  task  takes  approximately  two 
minutes  per  applicant  to  complete.  As  in  the  case  of  free  text 
entry  this  function  only  impacted  on  the  designated  "late  man" 
and  not  the  applicants. 

The  additional  tasks  in  the  automated  system  neither  delayed 
nor  improved  the  overall  applicant  processing  times  when  the 
manual  system  is  adjusted  to  reflect  procedural  changes  added 
during  the  evaluation  period.  The  fact  that  the  printer  causes 
a delay  in  the  automated  system  contributing  to  a less  than 
optimum  utilization  of  the  system  and  operator  and  applicant 
dissatisfaction  is  justification  to  improve  the  situation. 

Additional  personnel  were  not  required  for  the  automated 
system.  The  same  number  of  technicians  and  doctors  were 
performing  their  duties  under  both  systems. 

Advantages  and  Disadvantages 

The  five  additional  tasks  discussed  previously  are  necessary 

steps  needed  to  collect  medical  data  on  applicants  being 
processed  without  causing  significant  delay.  This  data  base 
represents  a significant  benefit  of  the  medical  section. 

This  data  base  along  with  associated  reports  provide 
information  on  the  number  of  applicants  processed  daily, 
number  of  medical  rejects  and  reasons,  medical  standards  that 
cause  increased  workloads,  etc.  Through  this  data  base, 
standards  can  be  reviewed  based  on  accurate,  up-to-date  data 
and  decisions  made  regarding  their  relevance. 

Although  not  programmed,  there  are  many  different  analyses 
that  could  be  performed  if  the  prototype  is  nationalized. 

Examples  are  analyses  to  determine  disqualification  standards  by 
geographical  location  or  projections  on  the  amount  of  accessions 
obtainable  if  a standard  was  raised.  One  such  analysis  can  be 
found  in  ESD  TR-76-135. 

Although  potential  benefits  exist  due  to  the  establishment 
and  collection  of  a medical  data  base,  the  requirement  was  not 
generated  by  HQ  USAREC,  and  they  are  not  currently  in  a posture 
to  collect  this  data  other  than  obtaining  a copy  of  the  medical 
summary  report  from  the  Baltimore  AFEES.  Further,  the  collection 
of  a medical  data  base  is  not  part  of  the  duties  of  an  AFEES 
operation.  In  this  context  the  hardware,  software  and  additional 
duties  required  to  collect  and  maintain  the  medical  data  base 
are  superfluous  to  their  current  operation  unless  the  need  for 
the  medical  data  base  is  formally  recognized. 

With  the  advent  of  the  mark  sense  SF  93  it  is  possible  to 
automatically  input  medical  history  data  into  the  computer  data 


32 


base.  Since  the  data  is  present  in  the  computer  data  base 
during  the  time  of  the  printing  of  the  SF  88,  relevent  items 

SPPMri?9  °n  w®  SFu93  W°Uld  be  automatically  printed  onto  the 
SF  88  thus  making  the  SF  88  a more  complete  medical  report 

required3 thateth|eftUre  S°me  ino°"venience  because  it 

Seiis  i 

The  °L?e  madlcal  section  to  perform  this  task, 

print  £L  sF  of*lSySaT  h?S  the  “Polity  to  automatically 

Sc  ^^rSaS6^-6 

proces*Tnqy  s?n  ^ ""  93  Prohibits  *«•  text  ent?  duranq 
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33 


Near  vision  - BY  has  no  limit  check  and  only  contains  a 
format  check  for  5 characters.  Therefore,  alphabet  characters 
or  special  RT02  characters  are  accepted  where  only  numbers 
should  be  accepted.  A format  check  for  acceptable  numbers  should 
be  included. 

Since  the  above  limits  are  easily  modified  and  since  limits 
can  change,  a periodic  review  with  operational  personnel  should 
be  made  to  insure  that  the  most  desirable  limits  are  used. 

Although  these  format  checks  may  go  unnoticed  in  most 
cases,  when  they  do  occur,  erroneous  data  is  stored  in  the 
applicant's  data  base  and  printed  on  the  SF  88.  This  requires 
that  a technician  reenter  the  correct  data  and  print  a second 
SF  88  wasting  time  and  delaying  applicant  processing. 

Under  the  manual  system  it  was  easy  to  determine  whether 
any  applicant  had  missed  a station  or  reading  during  the  course 
of  his  examination.  This  was  done  simply  by  looking  at  the 
applicant's  SF  88  which  was  completed  manually.  In  the 
automated  system  this  is  not  the  case.  In  fact,  not  until  the 
applicant's  Ortho  data  is  being  inputted  and  SF  88  printed  will 
it  be  determined  for  certain  whether  any  applicant  has  missed  a 
station  or  reading.  Although  this  method  is  presently  beina  used, 
it  should  be  modified  to  eliminate  any  inconvenience. 

For  many  applicants  it  is  necessary  to  perform  "two  day" 
blood  pressure  and  pulse  exams.  This  activity  is  performed  on 
those  applicants  whose  initial  blood  pressure  and  pulse  were 
abnormal  and  thus  required  additional  testing.  Under  the  manual 
system  an  applicant  who  falls  into  this  category  would  have  his 
completed  SF  88  stamped  by  a technician.  This  stamp  will  be 
used  to  verify  that  the  applicant's  BP  and  pulse  was  taken.  In 
the  automated  system  the  stamp  will  automatically  be  printed  for 
those  applicants  who  require  it,  otherwise  the  procedure  would 
be  identical  under  both  systems. 

As  a result  of  both  on-line  data  entry  as  occurs  when  an 
applicant  progresses  from  station  to  station  and  free  text’  data 
entry,  a computer  data  base  is  created.  All  of  the  data  for  all 
the  applicants  is  readily  accessible.  Therefore,  if  an 
applicant  or  liaison  somehow  lost  the  SF  88,  a freshly  printed 
SF  88  can  be  obtained  with  relative  ease.  It  is  estimated  that 
three  SF  88' s are  misplaced  per  week.  Therefore  the  printing  of 
the  SF  88  eliminates  the  need  to  perform  three  additional 
physical  examinations  per  week  and  provides  a savings  of  .75 
man-hours  per  week. 

Besides  the  capability  to  print  an  SF  88  when  lost, 
retention  of  a medical  data  base  is  a necessary  factor  to 
eliminate  the  central  records  room. 

The  automated  AFEES  was  designed  as  a totally  integrated 
system.  As  such,  activities  performed  in  the  medical  section 
are  intended  to  help  in  later  AFEES  processing.  For  an  example, 
the  profile,  medical  disqualifying  codes  and  height/weight  data 
are  required  in  the  medical  area  and  transmission  room.  Since 
they  are  entered  in  the  medical  area  this  effort  is  eliminated 
from  the  transmission  room  providing  an  approximate  savings  of 
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inott^sa'nS^s^ue  to  ZTt  ■ “»•  157 

In  the  manual  system  desk  clert  op^1'  p'?rP  f1Itln9  of  the  SF  8a, 
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areas , necessary  security  is  built  in  ^ ent®,fed  to  related 
medical  data,  mental  testinn  n^r-c  { *e*'  the  medics  enter 
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with  the  delays  mentioned Pers°nnel  is  that,  along 

give  them  any  overwhelming^enef i t^fromTh tGd  System  does  not 
During  the  evaluate?  fr°m  their  Perspective. 

an  applicant  questionnaire  was  utiliJe^h^K3’^01113116'1  ^tems, 
of  applicant  satisfaction  or  fi  d- t0  ?btain  some  measure 
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increase  in  confusion*  fnr?h~  !’S  incHcated  about  a 10% 
in  non-courteous  treatment Ad^o?  f p3*?1"  3nd  a 5%  increase 
indicated  that  they  had  to’wait^^fh817!  ■ °f  the  aPPlicants 
more  medical  stations  and  than  10  at  one  or 

medics.  The  medical  areaq  of  « 68%  indlcated  a need  for  more 
were:  Medical  Briefinq  and  PhS?1188™'  n*1  ?rder  of  most  delays 

- 41.0%  and  Hearing  - 3q  q%  eview  both  42.4%,  Vision 

these  areas  were  ?he  nrob  1 sh°uld  be  P°inted  out  that 
well.  The  mos^significant^dif ferpn°r  ?!  manual  SyStem  as 
automated  system  was  the  mediiJf  k ei?cJ . between  the  manual  and 
during  the  automate?  SSiSS™  ^ie: finq*  This  briefing,  added 
until  the  history  can  be  giln  to  ’ arf  ^ applicants  to  wait 
the  groups  were  smaller  and  fho  . a lar9e  group.  Previously, 

briefing.  With  5£  exLS?ion  of  not  a Pa^t  of  the 

medical  briefing,  all  medical  Physicians  review  and  the 

were  identified^  £ 


35 


than  ten  minutes.  Much  of  the  confusion  and  delays  identified 
are  undoubtedly  due  to  the  fact  that  a new  system  with  different 
operational  procedures  was  being  introduced  along  with  an 
abnormally  high  workload  in  contrast  to  station  manninq. 

However,  the  data  available  to  date  indicates  that  applicant 
satisfaction  is  not  being  improved  in  the  medical  section  and 
may  in  fact  be  hindered.  Additional  verification  of  applicant 
satisfaction  should  be  obtained  after  the  system  has  been  in 
operation  for  one  year. 

Recommendations 

In  order  to  relieve  the  inconvenience  of  taking  the  SF  93 
forms  to  the  mental  test  section  to  be  read,  it  would  be 
necessary  to  install  an  OMR  in  the  medical  section.  This  would 
enable  the  technicians  to  read  in  the  SF  93' s at  the  most 
appropriate  time  and  minimize  the  confusion  in  redistributing 
the  forms  once  they  have  been  read.  This  is  a costly  solution. 

A better  solution  would  be  a procedural  change  between  the 
medical  and  testing  areas  to  enable  the  medics  to  run  the  SF  93s. 

The  delay  in  processing  introduced  by  the  printing  of  the 
SF  88  could  be  improved  upon  with  the  use  of  a second  printer. 

In  lieu  of  a second  printer,  it  would  be  possible  to  replace  the 
DTC  printers  with  a faster,  more  expensive  printer  which  also 
has  the  plot- mode  feature.  Either  way  would  improve  the  process 
and  the  delay  would  be  minimized.  In  addition  modification  of 
the  SF  88  to  typewriter  compatible  format  would  allow  the  use  of 
a cheaper  and  faster  character  printer.  In  the  long  run  this 
.last  approach  might  be  the  best  for  a follow  on  procurement  of 
many  sites. 

The  c‘,utomatic  printing  of  the  SF  93  is  not  justified  as  a 
standard  operational  procedure.  Retention  is  desirable  to 
partially  print  an  SF  93  that  might  have  been  lost. 

The  retention  of  the  automated  medical  section  is  necessary 
if  the  Central  Records  Room  is  eliminated,  the  Automated  AFEES 
is  to  function  as  a system,  or  if  the  mission  of  an  AFEES 
changes  from  only  determining  the  qualification  of  an  applicant 
tc  also  acting  as  a collection  point  for  military  medical  data. 

In  the  absence  of  the  above  three  decisions  the  following 
should  be  noted.  Such  benefits  as  flagging  of  out-of-limits 
data,  development  of  a medical  data  base,  typewriter  prepared 
SF  88' s and  reductions  of  the  activitfs  in  other  areas  of  the 
AFEES  have  contributed  about  a 2.15  man-hour  savings.  These 
benefits  should  be  greater  since  some  of  the  benefits  also 
affect  outside  agencies  (Surgeon  General,  personnel  centers). 

One  possible  benefit  is  the  reduction  of  EPTS  (Existed  Prior 
to  Service) . There  was  insufficient  data  to  make  any  conclusion 
and  this  study  should  be  continued  for  at  least  one  year. 

The  following  software  modifications  are  included  as 
recommendations : 

1.  Medical  Data  Entry : More  thorough  editing  of  inputs  is 

required;  rejection  of  special  characters.  Addition  of  limits 
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to  some  items  such  as  PIP. 

2 A special  code  should  be  assigned  to  each  doctor,  making 
it  possible  ^ automatically  print  his  name  on  the  SF  88. 

3 Modify  SF  88  print  routine  for  female  applicants,  X y 
size  is  different  from  males. 

4.  Add  to  canned  SF  88  test  "for  enlistment"  in  block  77. 


ENLISTMENT  PROCESSING  AREA 


Method  of  Comparison 

The  comparison  of  Automated  Enlistment  Processing  with 
Manual  Enlistment  Processing  will  be  accomplished  by 
considering  each  of  the  enlistment  processing  tasks  in  turn,  and 
elaborating  on  the  effects  caused  by  automation.  These 
enlistment  processing  tasks  are: 

a.  Medical  packet  collection  and  disposition. 

b.  Career  counseling/enlistment  packet  preparation. 

c.  Enlistment  packet  collection  and  disposition. 

d.  Contract  preparation. 

e.  Allied  documents /orders  preparation. 

f.  Enlistment  brief ing/swearincr-in  ceremonies. 

Furthermore,  Table  7 serves  as  a comparison  of  equipment  used  in 
the  automated  system  with  equipment  used  in  the  manual  system. 

It  is  delineated  according  to  the  individual  tasks  listed  above. 

Medical  Packet  Collection  and  Disposition  Task 

The  basic  task  of  packet  pulling  and  filing  was  not 
automated.  However,  since  this  task  utilizes  personnel  in  the 
Rr,0  function,  who  also  perform  scheduling  and  check-in  duties 
with  the  automated  system,  some  impact  has  been  identified. 

These  automated  activities  have  slightly  extended  the  time 
required  to  pull  and  file  packets.  For  the  typical  manual  and 
automated  workloads  depicted  in  Table  4,  pulling  and  filing  was 
completed  by  1600  in  the  manual  system,  and  is  now  completed  by 
1630  in  the  automated  system. 

A beneficial  feature  of  the  automated  system  for  this  task 
is  the  capability  to  quickly  search  for  a particular 
applicant's  record.  Since  the  Central  Records  Room  is  arranged 
alphabetically,  great  deviations  in  the  spelling  of  an 
applicant's  name  sometimes  makes  it  impossible  to  find  his 
packet.  An  alternative  now  available  is  that  the  CRT  may  be 
used  to  query  an  applicant's  data  base,  which  is  keyed  by  SSAN. 
In  this  way,  the  correct  spelling  may  be  found  and  the  packet 
may  then  be  located  and  pulled. 

The  number  of  personnel  involved  in  this  task  has  not 
changed  as  the  result  of  automation. 

Career  Counseling/Enlistment  Packet  Preparation  Task 

Although  the  automated  system  did  not  directly  automate 
the  career  counseling  functions  it  does  impact  on  this  area  to 
some  extent.  During  the  evaluation  period  it  was  observed  that 
there  were  delays  in  the  medical  section  due  to  the  slowness  of 


the  printer  to  produce  SF  88' s.  On  extremely  heavy  days  (i  e 96 
physical  exams)  it  was  observed  that  the  printer  delays  the  last 
applicant  s departure  from  the  medical  section  by  30  minutes 
with  no  delays  experienced  by  the  first  applicants. 

To  examine  the  impact  of  the  printer  delay  on  the  liaisons, 
observations  were  made  of  all  liaisons*  activities  after  medical 
processing  was  completed.  We  observed  that  the  waitinq  time  in 
he  liaison  areas  (especially  the  Army)  was  of  sufficient  lenqth 
to  conclude  that  the  present  delays  in  the  medical  section  did 
not  impact  the  speed  which  applicants  were  processed  in  the 
liaison  areas. 

Further,  the  identificaton  of  this  delay  by  the  liaisons 
was  in  part  due . to  a new  1500  hour  deadline  established  to 
eliminate  overtime.  It  is  important  to  note  that  the  delays 

\Gn^lfl®d  occurred  in  a time  period  of  excessive  workload  for 
which  neither  the  system  was  designed  to  handle  nor  the 
liaisons  sufficiently  manned. 

Since  that  time  period  workloads  have  decreased  to  within 

K and  liaisons  have  developed  procedures 

to  ettectivcly  balance  those  applicants  coming  late  from  the 
, , ical  section  between  liaison  activities  and  lunch.  During 

Wi?h  Se  aS?oL?fde^stemt°n  1=1,61:6  1,61=6  "°  d6layS  identifled 

admin?^^^6  eva^Vation  Period  an  applicant  questionnaire  was 
rd  2?  applicants  .n  both  the  manual  and  automated 
systems.  In  the  question  elating  to  excessive  delay  in  the 
laison  counseling  area,  10.4%  indicated  excessive  delay  in  the 
manual  system  and  9.3%  indicated  excessive  delay  in  theY 
automated  system.  This  1.1%  decrease  in  apparent  delays  in  the 
omated  system  is  significant  because  the  workload 

Sr1!16?/1111119  the  automated  system  evaluation  was 

stantially  greater  than  the  corresponding  workload  in  the 

automa tedSivm;  T^US ' there  is  sorae  initial  indication  that  the 
automated  system  is  providing  a slight  benefit  to  this  area. 

A substantial  benefit  could  be  obtained  if  the  liaison 
function  was  directly  tied  to  the  automated  system.  As 
presently  developed,  liaisons  complete  the  DD  1966  for  each 
applicant.  Since  this  information  must  eventually  be  entered 
into  the  computer  by  AFEES  personnel  a substantial  benefit 
could  be  obtained  by  allowing  the  liaisons  to  enter  this  data 
directly  into  the  system. 

The  number  of  personnel  involved  in  this  task  has  not 
changed  as  the  result  of  automation.  Also,  functions  in  this 
task  are  performed  as  they  were  in  the  manual  system. 

Enlistment  Packet  Collection  and  Disposition  Task 
..  The  Personnel  involved  in  this  task  are  the  Army  Desk  Clerk 
the  Navy /Air _ Force  Desk  Clerk,  and  the  Marine  Corps  liaison?' 
They  do  not  interact  with  the  automated  system. 

sunnl  iph  ^1Jh1°nKhlSuthat  exists  is  that  automated  forms  are 
nr™=  d to  them  by  the  Typing  Pool  on  demand;  and  therefore  the 
processing  desks  determine  the  rate  at  which  the  Typing  Pool 
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prod  uc^^  Enlistment  ^Contracts  and  Emergency  Data  Forms. 

production  of  forms.  Table  4 reveal^that  dUf  t0  1:116  aut°matic 
of  forms  is  accomplished  in  less  ^ mf  H?  1 automatic  production 
thereby  allowing  processina  atll*  t tha?  1113111131  Production, 

^ thInaaddi?tGd  SYStem  than.in  the°manuaiesysSm!r  ****  S°°ner 

copies  of  the  SF's8e?o°send  to  Se  ?anUal  sy3tem  had  to  make 
consuming  gob  is  avoided  ?n  General-  This  time 

are  printed  on  four-part  pacer  ?te? . Sys tem  because  SF  08's 

Surgeon  General.  The  ^umbe?  ^f  "J1?11  iS  Sent  to  the 

has  not  changed  as  K t f mZp  involved  in  this  task 

function  of  this  task  is  the  same  « T?  °n- • Al3°'  the  “trail 

the  same  as  it  was  in  the  manual  system. 

Contract  Reparation  Task 

produce  a contract^datfl3  5 . now  PrePared  automaticaly.  To 

Worksheet  iTTtTrU **  Wlicwfs^D  5« 

Once  all  data  has  been  entered  print?™61,  dlsplayed  by  the  CRT. 
responding  to  another  disnl*w  ’ Pf.intin9  rs  initiated  by 

produced,  it  is  sent  to  one  of°th^procJ‘  ■ Aftfr  a form  has  been 
The  automated  method  of  L,  Processing  desks, 
preferable  than  the  previous  ^°ntract  Production  is  more 

viewpoint  of  the  Typing  Pool  ^Jsonnel' ' specially  from  the 
found  below.  personnel.  Reasons  for  this  are 

to  be  inaccurat^or^inconsis tenp  Si^th^a^i • occa®ionally  found 

For  instance,  the  applicant's  applicant's  records, 

or  his  name  may  be  misspelled  Whpn  ™ay  be  incorrect 

form  must  be  retyped,  since  corr!^  thl®  haPPGns  * the  incorrect 
permitted.  in  the  manual  system  ^ ha”d  are  not 

requiring  the  same  time  to  again 'prepare  th?  *°rm  mUSt  be  retyped 
times  for  manual  form  preparation  th“.fo;nTU  The  average 

In  tie  automated  sys?em  on^v  i"  Table  4* 

incorrect  must  be  reenter^  ^ thf  ltem  foUnd  to  be 
average  time  required  to  autoS-, i t0  reprint  the  form.  The 
in  TablG  5.  Thus  if  a DD  a.c-tract  is  found 

System?  “ "“"Ual  ™ ahd°0?l  minutes ' in^the^utomated 

automated  system  has 1 also ^edu^d  ?£?CeSS  retype  a form,  the 
n»re  than  half.  Figure  1 requirement  to  do  so  by 

necessity  to  retype^ foJ  ™LS  r6dUction  in  theY 

editing  feature  of  the  autA^^i  be  attnbuted  to  the 

the  formatted  CRT  screen  must  npp^h61"'*/110"6  each  entry  on 
item.  A blinking  labl?  f™  the  fts  Jdlt  criteria  for  that 
m format  or  content,  thus  enabli™  ^ndlcates  it  is  incorrect 
correct  it.  As  the  Typina  ^ ?perator  to  quickly 

with  the  automated  system9  the^aff30?™^ • bac°me  more  familiar 
retyped  due  to  inco«ecTda£  s / WhlCh  forms  must  be 
more  complex  form,  DD  4,  is  reoui  ed  deC^ease  further.  The 

than  the  others.  And  it  is  he?e  thft  retyped  m°re  often 

nere  that  the  greatest  savings  is 
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experienced.  DD  4 forms  were  beinq  wasted  at  the  rate  of  33.7% 
in  the  manual  system  and  12.97%  in  the  automated  system.  In 
other  words,  if  100  applicants  required  DD  4 forms,  133.7  would 
be  produced  on  the  average  to  meet  the  requirement  in  the 
manual  system,  whereas  only  112.9  would  be  produced  in  the 
automated  system  to  meet  the  same  requirement.  The  requirement 
to  retype  a form  in  the  automated  system  is  primarily  caused 
by:  (1)  entry  of  erroneous  data  found  in  an  applicant's  source 

documents  (e.g.  DD  93  worksheets,  DD  1966  worksheets)  which  is 
identified  by  the  applicant  during  his  enlistment  briefing;  (2) 
the  form  not  being  correctly  aliqned  in  the  printer  by  the 
operator;  (3)  transcription  errors  during  data  entry  from 
source  documents  (i.e.  the  system  does  not  identify  misspelling 
during  data  entry  and  edit,  only  format  is  editted) ; and  (4) 
printer  malfunction. 

The  average  times  for  forms  production  in  the  automated 
system  shown  in  Table  4 and  6 are  taken  from  actual  observations 
at  Baltimore  AFEES.  While  suitable  for  indicating  an  average, 
even  if  somewhat  conservative,  these  figures  do  not  reflect  the 
capabilities  of  the  Typing  Pool  when  working  at  an  accelerated 
pace.  The  greatest  production  occurred  on  26  Feb  76  when  the 
Typing  Pool  was  attempting  to  catch  up  because  of  a preventive 
maintenance  system  shut  down  the  previous  day.  In  the  period 
of  one  half  hour,  the  Typing  Pool  produced  21  DD  4's,  8 DD  4C's, 
and  5 DD  93's.  If  they  were  working  at  their  average  as 
indicated  in  Tables  4 and  6,  this  would  have  taken  them  at 
least  50  minutes  instead  of  30  minutes. 

Although  automation  has  greatly  benefited  functions  in  this 
task,  a deficiency  exists  in  the  existing  operational  procedures 
of  the  Typing  Pool.  Namely,  access  to  the  CRT's  has  not  been 
controlled.  Liaison's  have  been  observed  utilizing  the  CRT 
to  output  contracts  for  their  applicants.  It  must  be 
recognized  that  sensitive  data  such  as  mental  test  scores  and 
medical  data  can  be  accessed  and  modified  from  the  Typing  Pool 
CRT's  provided  the  individual  knows  the  current  user  code. 

This  matte i.  should  be  resolved  interna.' ly  at  the  AFEES. 

The  number  of  personnel  assigned  to  this  task  has  not 
changed  as  the  result  of  automation.  However,  fewer  man-hours 
are  now  required  in  this  task  and  the  incidence  of  overtime  has 
been  eliminated.  By  comparison,  10  man-hours  of  overtime  per 
week  was  typical  in  the  manual  system. 

Allied  Documents/Orders  Preparation  Task 

Among  the  functions  performed  in  this  task,  only  the 
production  of  the  DD  93  Emergency  Data  Forms  is  currently 
automated.  Orders  Preparation,  although  a capability  of  the 
automated  system,  is  now  done  manually  because  of  changes  in 
orders  format  and  operational  limitations. 

Even  when  implemented,  automated  orders  preparation 
encountered  limitations  which  prevented  it  from  being 
effectively  utilized.  For  example  in  the  automated  version. 
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once  an  applicant  was  on  an  order,  he  could  not  be  deleted. 

Since  the  practice  of  deleting  an  applicant  is  commonplace  in 
operation e this  limitation  is  severe.  Typical  reasons  for 
deletion  are:  (1)  Applicants  decide  not  to  enlist  at  the  last 

minute,  and  (2)  Applicants  may  be  found  unacceptable  by  virtue 
of  medical  results,  disqualifying  information  obtained  during 
one-on-one  interviews,  or  other  assorted  complications  which 
arise  at  the  last  moment. 

Another  limitation  inherent  in  the  automatic  production  of 
orders  involves  applicants  held  over  until  the  next  day.  This 
often  happens  when  applicants  are  unable  to  complete  processing 
in  time  to  adhere  to  travel  arrangements.  These  circumstances’ 
result  in  the  production  of  orders  with  the  wrong  date 
indicated  for  the  held  over  applicants. 

Another  limiting  factor  is  the  lack  of  flexibility  needed 
to  change  the  text  format.  As  developed,  textual  changes  must 

be  accomplished  by  a programmer  or  computer  operator  rather  than 
the  Typing  Pool. 

,,  4-  a result  of  these  limitations,  the  Typing  Pool  has  found 

that  the  procedure  utilizing  the  MCST  is  more  flexible  and  no 
more  time  consuming  than  the  procedure  utilizing  the  automated 
system.  Until  software  is  developed  which  allows  the  Typing 
Pool  to  readily  change  order's  textual  format  and  modify 

M?emuant4.®^rijS  Via  a CRT  disPlcty  it  is  recommended  that  the 
MCST  be  utilized  for  this  function. 

DD  93* s are  prepared  by  the  Typing  Pool  for  all  services 
with  the  exception  of  the  Navy,  which  prepares  the  old 
Emergency  Data  Form. 

The  processing  desks  furnish  the  Typing  Pool  with  a DD  93 
worksheet,  from  which  data  is  entered  on  a formatted  screen 
displayed  by  the  CRT.  Printing  is  initiated  from  the  CRT  by 
responding  to  another  display  which  requests  a print  decision. 
After  a DD  93  is  printed,  it  is  sent  to  the  applicable 
processing  desk.  Benefits  of  automatic  DD  93  production  can  be 

Tables  5'.and  6 and  Figure  1.  The  thruput  time  of  a 
93  averages  2.1  minutes  in  the  automated  system  as  opposed 
to  the  average  3.5  minutes  required  to  manually  produce  the 
form.  While  this  shows  a considerable  improvement  in 
performance,  an  additional  improvement  can  be  made  in  the 
automated  DD  93  production. 

As  presently  implemented,  data  strings  of  up  to  70 

nnaoiCte^c  mUSt  be  entered  for  each  of  several  clocks  on  the 
DD  93  Often  these  blocks  usually  contain  the  same  data.  For 
example,  an  applicant  usually  chooses  the  beneficiary  for  his 
gratuity  pay,  the  beneficiary  for  his  unpaid  pay  and 
allowances,  and  allotment  designee  if  missing,  from  persons 
designated  in  previous  blocks.  These  strings  of  data  that  are 
to  appear  in  more  than  on-  block  can  be  coded  by  using  the 
block  nuirber  m which  the  data  originally  appeared  as ’the  code. 
For  other _ blocks  where  the  same  data  is  desired,  this  code 
could  be  input  via  CRT  /Lisplay  and  the  system  would  transfer 
data  as  necessary  so  that  the  properly  completed  form  is  output 
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This  would  amount  to  considerable  savings  m the  data  entry 
time. 

Reaccomplishment  of  a DD  93  in  the  automated  system  is 
performed  in  the  same  manner  as  that  of  a DD  4,  and  a 
considerable  benefit  is  observed  over  the  manual  system. 
Reaccomplishment  of  the  DD  93  in  the  automated  system  takes  0.3 
minutes  whereas  the  same  reaccomplishment  in  the  manual  system 
would  take  an  average  of  3.5  minutes. 

As  with  the  Enlistment  Contracts,  the  frequency  of 
reacccmplishing  a DD  93  has  been  cut  in  half.  (See  Figure  1). 

In  the  manual  system,  21.7%  of  the  DD  93' s produced  h£.d  to  be 
reaccomplished  and  in  the  automated  system  the  rate  is  only  9.7%. 
Again,  as  with  the  Enlistment  Contracts,  this  reduction  can  be 
attributed  to  the  editing  feature  of  the  automated  system.  The 
reasons  for  reaccomplishment  of  automated  forms  are  found  in  the 
previous  DD  4 discussion. 

The  present  DD  93  consists  of  four  copies,  two  outer  card- 
board copies  and  two  inner  onion-skin  copies  all  separated  by 
carbon  paper.  The  sides  of  all  copies  are  perforated  about  1/3" 
from  the  edge  so  that  the  section  accommodating  the  sprockets 
of  the  printer  can  be  removed. 

The  reason  for  the  above  description  is  to  point  out  the 
difficulty  of  the  mechanics  in  making  disposition  of  this  form. 
For  each  applicant,  the  carbon  must  be  removed,  the  perforated 
edges  must  be  removed,  the  cards  must  be  separated  from  the 
cardboard  page  in  which  they  are  contained,  and  each  copy  must 
be  dated,  signed  by  the  applicant,  and  signed  by  a witness. 

Although  this  form  is  difficult  to  work  with,  the 
alternative  is  to  revert  to  manual  production  of  the  DD  93. 

The  design  of  the  present  DD  93  is  dictated  by  DOD 
regulation  which  requires  two  cardboard  copies,  one  which  must 
be  an  original,  and  the  fact  that  the  cards  are  machine 
processed. 

The  number  of  personnel  assigned  to  this  task  has  not 
changed  as  the  result  of  automation.  But  reference  to  Figure 
1,  and  Tables  4,  5,  and  6 indicates  the  improved  efficiency  of 
this  task. 


Enlistment  Brief ing/Swearing-In  Ceremonies  Task 


tomat 


Average  Time  to  Print  Manual  Forms. 

Manual  Automated* 

DD4  5*0  3.0 

DD4C  2.5  1#? 

DD93  3*5  2.1 

*The  times  indicated  are  for  thruput; 
he  next  applicant's  data  can  be  entered 

bv  lhT„aS  ^ decision  to  Print  is  made 
oy  the  operator. 


TABLE  5. 


Average  time  to  print  Automated  forms.* 


DD4 

0.5 


DD4C  DD9  3 

°-7  0.3 


bpoin!-When  the  °Perator  responds 
the  CRT  display  which  request  a print 

complete!  "d  U endS  When  P"«ingPis 


TABLE  6. 


Average  time  in  minutes  to  enter  data  via  CRm 

D£4  DD4C  DD93 

2.5 


1.0 


1.8 
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ADMINISTRATIVE  AREA 


Introduction 

Detailed  descriptions  of  how  reports  were  handled  and  the 
associated  times  and  manpower  requirements  for  the  manual  and 
automated  system  are  contained  in  Appendixes  H and  I 
respectively.  Comparisons  are  made  for  each  report  that  was 
automated  or  those  manual  reports  that  were  improved  due  to 
automation. 

No  basic  information  flow  has  been  changed  due  to 
automation.  This  area  still  remains  as  the  final  collection 
point  for  all  applicant  data  although  much  of  the  data  is  now 
entered  prior  to  preparation  of  the  DD  Form  1966  transmission 
record . 

Since  the  automated  system  did  not  attempt  to  automate 
all  reports  either  within  or  external  to  the  AFEES,  this 
comparison  will  discuss  the  AFEES  reports  organized  in  the 
following  manner.  First,  the  manual  reports  which  were 
automated  and  are  presently  being  used  are  presented. 

Second,  the  manual  reports  which  were  automated  but  are 
not  presently  being  used  as  designed  are  presented.  Third,  the 
manual  reports  which  were  not  automated  are  presented.  Fourth, 
the  added  capability  reports  which  the  automated  system 
produces  as  a by-product  of  applicant  processing  are  presented. 

USAREC  MRS  (DD  1966  Transmission) 

The  preparation  of  the  DD  1966  Transmission  Record  (1WS  of 
DD  1966)  and  subsequent  transmission  represents  the  most 
significant  duty  of  the  administrative  area.  It  is  also  in  this 
area  that  some  of  the  most  important  benefits  have  occurred  due 
to  automation. 

Five  types  of  records  are  prepared  daily  depending  on  the 
processing  required.  Types  1,  2,  and  3 records ( (Examination 
Record,  DEP  Record,  and  Accession  Record  respectively)  contain 
the  most  information  on  an  applicant  and  represent  the  most  time 
to  input  Inherent  in  the  automated  system  is  the  capability 
to  enter  scheduling,  medical  and  mental  data  as  the  applicant 
is  processed  through  the  respective  stations.  Thus  by  the  time 
the  transmission  record  is  prepared  a significant  amount  of 
transmission  data  has  already  been  entered.  On  a per  record 
basis  the  measured  time  savings  were:  Type  1 records  - 10 

seconds.  Type  2 records  - 60  seconds,  and  Type  3 records  90 
seconds.  When  these  results  are  extrapolated  to  the  average 
workload  monitored  during  the  evaluation  period  the  net  savings 
is  2.5  man-hours  over  the  manual  system  that  used  the  DD  1966. 

The  two  remaining  records , Type  4 (Correction  Record)  and 
Type  5 (Deletion  Record)  are  prepared  when  an  error  has  occurred 
in  the  data  transmitted  to  HQ  USAREC.  On  a per  record  basis  the 
measured  time  savings  was  20  and  25  seconds  respectively.  The 
major  contributing  factor  to  this  improvement  is  due  to  the 
ease  of  correction  capability  built  into  the  automated  system. 
Specific  data  input  screens  are  selected  that  reduce  the  amount 
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In  addition  to  the  easier  correction  capability  the 
automated  system  has  reduced  the  error  rate  calculated  by  HQ 
USAREC  from  7%  to  less  than  1%  on  a daily  basis.  Usincr  a 
figure  of  277  records  transmitted  on  a daily  basis  this 
represents  a reduction  of  approximately  19  error  records  per 
day.  When  both  the  ease  of  correction  workload  is  considered 
along  with  the  reduced  error  rate,  the  net  savings  to  the 
Communications  Section  is  .75  man-hours  daily  for  the  operators 
and  4.5  man-hours  daily  for  the  supervisor.  An  additional  1.5 
to  2 man-hours  of  supervisor  time  is  saved  every  two  weeks  for 
processing  the  Edit  Run  Cycle  supplied  by  HQ  USAREC. 

The  last  major  savings  attributable  to  DD  1966  Transmission 
is  the  actual  time  associated  with  the  transmission  to  HQ  USAREC. 
Average  transmission  times  for  the  DURA  and  MCST  systems  were 
1 hour  and  1.75  hours  respectively,  whereas  only  5 minutes  are 
required  for  transmission  via  the  automated  system.  Since  the 
MCST  operators  were  not  fully  trained,  the  1 hour  savings  over 
DURA  appears  to  be  a reasonable  estimate  for  the  MCST  as  well. 

The  full  time  is  allocated  as  savings  since  transmission  is 
accomplished  by  the  computer  operator  who  is  already  required 
for  the  automated  system. 

In  summary  4.25  man-hours  of  operator  time  and  a minimum  of 
4.5  man-hours  of  supervisor  time  is  saved  daily  due  to  the 
automatic  transmission,  easier  data  entry  and  reduced  errors  of 
the  automated  system. 

Although  improvements  in  transmission  have  saved  4.5 
man-hours  of  supervisor  time,  for  the  present  some  of  this  time 
is  used  in  support  of  other  functional  areas.  Approximately  1 
hour  per  day  is  used  in  the  morning  scheduling  and  checking  in 
applicants  at  the  R&O  Desk.  Another  hour  is  used  in  the 
afternoon  scheduling  MET  test  applicants  prior  to  scoring  by  the 
Optical  Mark  Reader.  If  automatic  scheduling  is  provided  for 
the  mental  test  section  this  last  hour  will  be  eliminated. 

Need  for  input  terminals  was  not  reduced  but  the  mode  of 
input  was  changed  from  MCST  to  CRT.  A data  phone  is  used  in 
either  case.  A printer  was  additionally  needed  by  the  automated 
system  for  hardcopy  outputs  of  transmission  reports. 

Use  of  supplies  was  not  appreciably  changed:  final 

transmission  hardcopy  output  is  still  accomplished,  but  on 
sprocket-fed  paper  rather  than  plain  paper. 


Operational  Reports 

The  Operational  report  and  the  AFEES  Operational  report  are 
weekly  summaries  of  processing  done  for  each  service.  Data 
gathering  times  have  been  reduced  for  R&O  (.25  man-hours  less 


daily  due  to  the  daily  workload  report)  and  the  Comm  Section  (.25 
man-hours  less  daily  due  to  the  Transmission  Report) . 

Computation  and  formatting  require  the  same  amount  of  time.  The 
Comm  Section  transmission  entry  time  was  reduced  by  .10  man-hours 
weekly  and  .16  man-hours  monthly.  Actual  transmission  time  was 
reduced  by  50  seconds. 


Need  for  input  terminals  was  not  reduced  but  the  mode  of 
input  was  changed  from  MCST  to  CRT.  A data  phone  is  used  in 
either  case.  A printer  was  additionally  needed  by  the  automated 
system  for  hardcopy  output. 

Use  of  supplies  was  not  appreciably  changed:  final 

hardcopy  output  is  still  accomplished  but  on  different  paper. 

The  format  for  the  AFEES  Operational  report  was  changed 
after  IOT&E.  Any  follow-on  activity  should  address  this 
problem  at  the  earliest  possible  time. 

Subsistence  and  Lodging 

This  monthly  report  summarizes  the  number  and  cost  of 
meals  and  lodging  used  by  applicants  being  held-over  by  the 
AFEES  for  continued  processing  on  the  next  day,  and  is  the 
method  of  payment.  Due  to  the  deletion  of  the  telephonic 
transmittal  requirement  for  this  report,  the  automated 
capability  is  not  used;  hence  no  actual  savings  may  be  reported. 
It  should  be  noted  that  if  telephonic  transmittal  were  required, 
the  only  net  savings  would  be  in  transmittal  time  (reduction 
of  2h  minutes)  due  to  textual  editing  currently  accomplished  on 
the  MCST  and  the  manual  collection/p rocessing  of  data. 

Personnel  and  supplies  remain  the  same. 

Transportation/Transaction 

This  monthly  reporJ-  summarizes  costs  incurred  by  each 
service  for  transportatii.  of  enlistees  to  initial  duty 
stations,  and  is  the  method  of  payment.  Due  to  the 
deletion  of  the  telephonic  transmittal  requirement  for  this 
report,  the  automated  capability  is  not  used;  hence  no  actual 
savings  nay  be  reported.  It  should  be  noted  that  if  telephonic 
transmittal  were  required,  the  only  net  savings  would  be 
transmittal  time  (3%  minutes  reduction),  due  to  textual  editing 
currently  accomplished  via  MCST  and  the  manual  collection/ 
processing  of  data. 

Medical  Exams  Voucher 

This  monthly  report  summarizes  by  exam  type  the  number  of 
medical  exams  performed  by  each  doctor.  This  report  is 
required  before  payment  may  be  accomplished.  Due  to  the  deletion 
of  the  telephonic  transmittal  requirement  for  this  report,  the 
automated  capability  is  not  used;  hence  no  actual  savings  may 
be  reported.  It  should  be  noted  that  if  telephonic  transmittal 
were  required,  the  only  net  savings  would  be  transmittal  time 
(reduction  of  2^  to  3Jj  minutes)  due  to  textual  editing  currently 
accomplished  via  MCST  and  the  manual  collection/processing  of 
data. 

Recruiting  and  Induction  Status 

This  daily  report  tabulates  types  of  Army  enlistees,  and 
other  services'  total  numbers  of  enlistees.  Manual  tabulation 
requirements  (.1  man-hours)  have  been  eliminated  due  to  the  use 
of  the  Daily  Workload  Report.  Due  to  the  deletion  of  the  tele- 
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phonic  transmittal  requirement  for  Sonic 

ssssx1--^^  bd  sr^r- 

minutes)  by  automation  due  to  tne 
transmission. 

mesa  Machine  Utilisation  te<-2£j  ^ accomplished.  However, 

" No  automation  ox  this  P down  days  when  MCSTs  are 

the  report  is  used  only  for  “"fgr  “°wn  file  minutes  of  record 
used.  For  each  day  the  cj^er  ^ report  is  not  required  it 
keeping  is  saved,  and  each  minutes  transmission  time, 

saves  10-15  minutes  PrePa^°d  of  evaluation  approximately  6.65 
Thus  for  the  eleven  week J^inated  Personnel,  equipment  and 
man-hours  of  effort  was  eliminated. 

supplies  remain  the  same. 

cost  Avoidance  report  tabulates  numbers  of  MET  testers 

The  cost  avoidance  JeP°a.  lified  (both  MET  and  _ 

and  in-house  testers,  cost-savings  due  to  MET  testing. 

In-house)  and  the  associate  ASVAB  mental  and  associated 

Due  to  the  introduction  of  the  Ab ^ rt  might  be  reinstated. 

increase  in  workload  to  t e automating  this  report. 

If  so,  a potentiai  saving  exists  e 2 man-hours 

Estimated  time  savings  would  ne  aPP 
Per  day. 

APPlicant  Status  available  in  the  manual  system. 

This  report  was  ^^/^^^ion  (SSAN,  name,  sex,  DOB, 

However,  the  correspon  rvice,  and  general  processing 

Work  ID,  status,  branch  of  s able  in  the  applicant's  folder, 

information)  was  generally  approPriate  information,  and 

Pulling  a folder,  1 3eafch^q°“a  taken  approximately  Vi  minutes 
replacing  the  folder  would  have  t ^^l ”*out  1 minute  to  output 

or  more.  The  automate  Savings  Qf  ^ minutes  per  report. 

thL  represents  a savin,s 

minutes^  report  requires  no^xtra  ^ip-nt.^the 

CRT  and/or  printer  used  are  avaiiao  . 
functions . 

nppiir.ant  Data  Base  available  in  the  manual  system. 

-EE S.s  reporr?er  se  was (SP  88,  SF  93,  DD  1966, 

However,  the  corresponding  informat^^  ^ ^ applicant's 
IMS,  DD  93  data)  was !“ites  would  be  required  to  look  up 
folder.  A minimum  o£  * he  manual  system,  whereas  the 

corresponding  information  (mLimum)  to  output  via 

automated  report  take  Y +-hpn  be  minimally  2h  minutes  per 

report/  o/approximately°^25  -n-hours  per  week  based  on  6 
request^fo^data^  requires  no  extra  equipment,  as  the 
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CRT  and/cr  printer  used  are  available  due  to  other  automated 
functions.  The  only  manual  alternative  to  hardcopy  output  would 
be  the  copying  of  appropriate  forms  in  the  applicant's  folder. 

It  is  the  requester's  obligation  to  check  the  applicant's  packet 
and  make  copies  if  needed.  The  automated  report  only  uses  one 
sheet  of  sprocket  fed  paper.  No  additional  personnel  are 
required. 

The  actual  output  of  this  report  requires  a user  code  not 
qene rally  available  throughout  the  AFEES . The  contract 
envisioned  use  of  this  report  was  data  base  troubleshooting,  and 
hence  the  format  of  certain  items  (specifically  medical)  was  not 
made  easily  readable  for  AFEES  personnel.  An  alternate  way  of 
obtaining  corresponding  AFEES  available  data  could  be  by  callinq 
up  appropriate  processing  screens,  which  would  not  be  output  on' 
printers.  Due  to  the  different  user  codes  required  to  call  up 
processing  screens  (to  insure  privacy  of  applicant  data)  and  the 
non-avaiiabiiity  of  hardcopy  output,  this  alternative  is  not 
used  by  the  AFEES  staff. 

Daily  Workload 

The  daily  workload  report  tabulates  total  numbers  of  applicants 

?robl^in-^e,HFEES  f°r  Certain  tYpeS  of  Processing  by  service. 

With  this  report  stem  from  the  new  Operational  report 

of^mhW  elimination  of  scheduling.  For  a detailed  discussion 
R&0Pnp^1Tfand  savings  concerning  this  report,  reference  the 
R&O  Desk  duties  paragraph  of  the  R&O  Comparison  Section. 

rR^  S automated  rePort  requires  no  extra  equipment,  as 
he  CRT  and/or  printer  used  are  available  due  to  other 

snrock^  ffanCti°nS-  daily  workload  report  uses  a page  of 

fl  t PaPer  rather  than  various  forms  on  which  it  was 

for  this'report  e<3‘  N°  additional  Personnel  are  required 
Special  Workload 

cant  datn  workfoad  reports  list  by  SSAN  basic  appli- 

/ 311  aPPllcants  that  have  been  scheduled  and/or 
checked  in  for  a certain  type  of  processing.  This  report  is 

lZleto  VSlby  the  medical  section  for  a failure  u"  to  be 
dailv  hrS  c*11011,  Time  savings  are  approximately  .16  man-hours 
daily,  however,  more  extensive  use  of  the  reports  could  resnl? 

requires^nl/extra31  S?vings  !or  the  AFEES  • The  automated  "report 

5u2  tHtoer  ?mctXT°nJ  <CRT'S  and  Printers  are  available 
ner  functions)  and  no  extra  personnel.  One  or  twn 

pages  of  sprocket-fed  paper  are  used  in  lieu  of  several  Seets 
of  plain  paper  by  the  medical  section.  several  sneets 

USAREC  DP  1966  Transmission  File 

ready  to^senf  t^HQ^SME^T^31  °rder'  data 

we  refine  luded  £ p\\™%r  T^t^erso^T 

equipment  or  supplies  are  required.  P personnel. 


Operator/Transmission  Workload 

This  report  lists  by  SSAN  minimal  applicant  data  for  all 
records  in  the  transmission  file.  Savings  incurred  by  this 
report  were  included  in  the  USAREC  MRS  paragraph.  No  extra 
personnel,  equipment  or  supplies  are  required. 


Transmission 

This  transmission  report  lists  by  type  the  number  of 
records  transmitted  and  the  number  of  (memory)  blocks  used  by  the 
transmission  file.  Savings  incurred  by  this  report  were 
included  in  the  USAREC  MRS  paragraph.  No  extra  equipment  or 
supplies  are  required. 

Medical  Summary  Report 

This  daily  report  lists  by  (SF  88  and  SF  93)  item  number 
abnormal  and  disqualifying  totals  on  a daily  and/or  cumulative 
basis.  The  information  contained  in  this  report  was  not  available 
in  the  manual  system.  This  report  is  used  by  the  HQ  Section 
to  identify  in-house  trends  in  disqualifications.  ESD  TR  76-135 
details  possible  uses/benefits  of  this  report. 

No  extra  personnel  or  equipment  are  needed  for  the  Medical 
Summary  Report.  Approximately  4 sheets  of  sprocket-fed  paper 
are  used  daily  for  the  output  of  this  report.  Output  is 
accomplished  by  the  computer  operator  and  requires  .33  man-hours 
daily. 


Forms  Production 

The  first  part  of  this  daily  report  tabulates  the 
number  of  SF  88' s,  DD  4's,  DD  4C's,  DD  93' s,  orders,  and 
(DD  1966)  transmittals  produced  by  the  computer  in  half-hour 
increments.  The  second  half  lists  by  form  type,  each  form 
produced  (ordinal  number,  SSAN,  time,  and  reprint).  The 
information  contained  in  the  forms  production  report  was  not 
available  in  the  manual  system.  The  first  part  of  this  report 
is  used  by  the  HQ  Section  as  a workflow  management  tool.  A 
follow-on  acquisition  should  document  Part  1 of  this  report. 

No  extra  personnel  or  equipment  are  needed  for  the  forms 
production  report.  One  sheet  of  sprocket-fed  paper  is  used 
daily  for  the  output  of  part  1.  Output  is  accomplished  by  the 
computer  operator  and  requires  5.8  man-hours  daily. 


User  Satis  faction 

The  Comm  Section  was  generally  satisfied  with  the  system. 


In  particular  error  correction  procedures  and  the  substantial 
reduction  of  errors  provided  the  most  satisfaction.  Three  of 
the  four  operators  were  more  satisfied  with  the  automated 
system  as  opposed  to  the  MCST  system.  However,  the  CRT  screens 
bothered  two  persons  and  two  persons  reported  interrupts  once  or 
twice  a week  from  which  they  could  not  recover  without  help. 

Also  two  persons  responded  that  the  printer  failed  to  print  once 
or  twice  a week.  All  persons  commented  that  their  jobs  required 
less  skill  with  the  automated  system  in  that  anyone  *amiliar 
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with  the  system  could  input  data,  and  the  manual  editing  skills 
previously  used  were  now  automatically  performed. 

Conclusion 

The  main  savings  and  improvements  identified  in  this 
comparison  are  due  to  improvements  in  actual  transmission  and 
preparation  of  transmission  records.  Several  other  measured 
savinqs  due  to  the  automation  of  specific  reports  were  also 
discussed.  Since  these  savings  are  a direct  result  of  the 
availability  of  an  automated  report  they  are  addressed  in  this 
comparison  rather  than  other  areas  even  though  the  benefit  may 
be  partly  or  totally  in  the  other  area.  Table  8 includes  a 
summary  of  all  man-hour  benefits  addressed  in  this  comparison 
as  well  as  predicted  man-hour  savinqs.  Predicted  man-hour 
savings  include  all  reports  that  were  or  should  be  automated  if 
previously  existing  manual  reports  that  were  terminated  prior  to 
IOT&E  are  reinstated.  As  seen  from  Table  8 there  is  greater 
than  8 man-hours  saved  daily.  This  however,  does  not  provide 
the  capability  to  reduce  the  communication  section  by  one  person 
since  the  savings  are  divided  about  equally  between  supervisor 
and  operators.  The  time  savings  does  point  out  that  (I)  the 
communication  section  is  able  to  handle  more  applicants 
than  in  the  manual  system  and  (2)  the  supervisor  is  now 
available  to  help  out  in  other  areas  when  the  need  arises  e.g. 
checking  in  applicants  at  R&O  Desk  and  scheduling  METs.  In 
addition,  the  significant  error  reduction  backed  up  by  the 
operators'  evaluations  suggest  that,  over  time,  the  skill  level  in 
the  communications  area  could  be  reduced  thereby  providing  a 
reduction  in  salary  costs. 

The  major  hardware  change  identified  in  this  area  is  the 
replacement  of  MCSTs  by  CRT's.  Printing  requirements  are 
shared  by  one  of  the  printers  used  in  the  Enlistment  Area. 

All  other  hardware  remains  the  same. 
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RELATED  STUDIES 


Reliability 

The  Automated  AFEES  system  specification  set  forth  a 
requirement  of  0.90  availability  for  the  AFEES  computer  system. 
This  0.90  requirement  is  approximately  equal  to  being  operational 
a little  more  than  7 out  of  8 hours  per  day.  Based  on 
statistical  and  operational  data,  the  Automated  AFEES  system  has 
surpassed  this  requirement  by  a wide  margin. 

The  system  availability  design  requirement  was  0.90  based 
on  required  up- time  identified  by  AFEES  station  commanders. 

Our  observation  of  the  Baltimore  AFEES  indicates  a more  strin- 
gent availability  of  0.9375  based  on  the  need  to  start  manual 
operation  within  thirty  minutes  after  a system  failure  is  noted. 

Although  the  0.9375  is  a system  availability,  with  the 
spare  concept  identified  below  only  a CPU  (Central  Processing 
Unit)  and  disk  failure  affect  the  system  availability  to  any 
degree.  Since  the  cost  of  back-up  CPUs,  disks  and  on-site 
maintenance  are  prohibitive  and  since  the  CPU  is  very  reliable, 
on-call  maintenance  is  an  acceptable  approach.  Inherent  in 
this  approach  is  the  understanding  that  manual  operation  is  the 
assumed  back-up  to  CPU  failure. 

With  the  aid  of  a Logic  Diagram  and  Mathematical  Model 
(Figures  1 and  2 respectively)  , a statistical  value  for 
availability  of  the  ESD  system  was  calculated.  Mean  Time  Between 
Failure  ( MTBF ) and  Mean  Time  to  Repair  (MTTR)  data  were  provided 
for  the  various  hardware  configuration  items  from  vendors.  The 
predicted  value  for  the  ESD  prototype  system  resulted  in  0.996978 
availability. 

When  the  operational  computer  system  was  installed  at  the 
Baltimore  AFEES,  the  model  was  modified  to  incorporate  some  diff- 
erent hardware  installed  at  the  operational  site.  Achieved, 
rather  than  vendor  supplied  MTBF  and  MTTR  values  were  used  for 
equipment  in  operation  since  the  start  of  the  ESD  system.  Vendor 
supplied  MTBF  and  MTTR  values  were  only  used  for  equipment  that 
had  not  failed  since  initial  installation  at  ESD  and  for  newly 
added  equipment  to  the  Baltimore  system.  The  predicted 
availability  for  the  Baltimore  system  was  updated  monthly  to 
incorporate  new  equipment  and  changes  in  MTBF 1 s or  MTTR's.  Table 
I shows  the  predicted  availability  for  the  Baltimore  system  since 
installation.  The  latest  predicted  availability  at  the  end  of 
IOT&E  was  0.978386. 

The  actual  system  availability  was  calculated  differently. 
The  formula  used  for  the  calculation  is  the  following : 

A = TT/ (TT  + RT) , where  TT  is  the  total  time  since  the  system 
began  operation  to  the  present  time  and  RT  is  the  total  repair 
time.  The  latest  actual  value  of  availability  is  0.976.  Table  2 
shows  actual  system  availabilities  incrementally  on  a monthly 
basis  and  cumulative.  As  in  the  predicted  availability, 
reporting  period  24  Sep  75-8  Oct  75  starts  the  Baltimore  system 
reporting.  The  top  portion  of  Table  2 shows  the  ESD  prototype 
system. 


One  aspect  of  the  approach  to  availability  warrants  further 
discussion.  The  availability  calculations  were  based  on  a model 
that  permitted  sharing  of  terminals  at  the  AFEES , and  the  soft- 
ware was  configured  to  make  this  feasible.  Under  this  concept, 
if  a terminal  failed  during  operation,  the  functions  being 
performed  on  that  terminal  could  be  carried  out  on  another 
terminal  of  the  same  type.  Thus,  according  to  the  model, 
where  more  than  one  of  a terminal  type  was  included  in  the  system, 
the  failure  of  a single  terminal  would  not  cause  a system  outage. 
For  example,  the  system  includes  seven  (7)  CRTs,  and  the  model 
only  requires  three  (3)  of  these  to  be  operable. 

In  practice,  this  concept  is  not  really  feasible;  a terminal 
failure  would,  in  all  cases,  slow  down  applicant  processing 
and  disrupt  both  the  applicant  and  work  flow.  The  disruption 
would  be  particularly  severe  in  the  check-in  operation  at  the 
Reception  and  Orientation  desk  and  in  the  medical  line,  but 
would  also  impact  other  areas. 

The  approach  used  at  Baltimore  was  to  have  spare  terminals 
available  to  replace  those  that  failed,  and  to  have  on-call 
maintenance  to  bring  the  failed  units  back  into  operation  as 
soon  as  possible. 

Future  use  of  the  reliability  model  should  replace  the  con- 
cept of  sharing  terminals  with  that  of  maintaining  spare  units 
in  the  quantities  appropriate  for  the  actual'  MTBF  and  MTTR  of 
the  terminal  used. 

Spare  counts  were  determined  from  experience.  At  present 
there  are  more  than  sufficient  number  of  spares.  It  is  estimated 
that  two  RT02 ' s , one  DTC  printer,  and  one  Beehive  CRT  are 
sufficient  spares.  However,  due  to  the  shipment  of  additional 
terminals  from  the  ESD  prototype  system  there  are  now  three 
RT02's,  three  CRTs,  and  two  printers  comprising  the  list  of  spares. 

Reliability  data  presented  in  this  section  includes  all 
cases  where  actual  repair  of  the  equipment  was  required.  In  many 
cases  malfunctions  occurred  in  various  areas  of  the  AFEES  that 
were  not  directly  a result  of  hardware  malfunctions.  These  type 
of  malfunctions  can  cause  as  much  impact  as  faulty  hardware  and 
care  should  be  taken  to  eliminate  their  impact.  Typical  causes 
of  these  malfunctions  are  improper  supplies,  operator  or 
applicant  misuse  of  equipment,  and  operational  site  interfaces. 
Since  it  is  impossible  to  identify  all  errors  that  miqht  occur, 
some  examples  are  provided  to  help  prevent  future  occurrence. 

Two  specific  improper  supply  problems  were  identified  during 
operational  evaluation.  The  first  was  the  thickness  of  the  badge 
and  the  second  was  the  improper  alignment  of  the  ASVAB  answer 
sheets.  In  the  case  of  the  badge  the  vendor  supplying  the  badge 
sent  a shipment  of  badges  that  were  slightly  too  thick  for  the 
RT02.  Although  the  badge  could  be  inserted  correctly,  the  RT02 
could  not  reject  the  badge  as  intended  thereby  causing  delays  in 
medical  processing.  In  the  case  of  the  ASVAB  answer  sheets  the 
vendor  producing  the  forms  made  several  that  were  out  of 
registration.  As  a result,  when  these  sheets  were  scored  by  the 
OMR,  applicant's  mental  test  results  were  in  error. 
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All  of  the  hardware  used  by  the  operators  have  certain 
setup  and  operational  procedures  required  for  proper 
functioning.  Several  instances  of  improper  settings  for 
equipment  and  improper  use  of  keys  not  required  for  operation 
caused  areas  of  the  AFEES  to  be  inoperative.  In  both  types  of 
misuse,  the  effect  is  to  send  information  to  the  computer  that 
the  software  was  not  designed  to  handle  resulting  in  either 
shutdown  of  part  or  all  of  the  system  or  erroneous  processing  of 
data. 

Every  effort  was  made  to  insure  that  the  installed  system 
was  compatible  with  the  existing  AFEES  environment.  Even  so, 
two  cases  were  identified  in  the  medical  area  that  impacted  on 
the  designed  system.  In  the  tirst  case  the  audio  test  equipment 
interfered  with  the  RT02  sending  information  to  the  computer  and 
in  the  second  case  the  operation  of  the  centrifuge  caused  the 
Blood  Pressure  and  Urinalysis  RT02's  to  send  information  to  the 
computer  that  was  not  recognized  by  the  software. 

In  all  the  above  cases  the  problem  was  rectified  by  simple 
equipment  or  procedural  modifications.  Since  there  is  no  way  to 
insure  that  a mistake  will  never  occur,  it  is  essential  that  a 
trained  computer  operator/programmer  be  available  during  duty 
hours  to  insure  that  a simple  problem  does  not  make  the  automated 
AFEES  inoperative. 

Although  spare  hardware  and  maintenance  contracts  are 
provided  for  quick  reaction  to  hardware  failure,  there  will  be 
cases  where  a part  or  all  of  the  system  is  inoperative.  In 
these  cases  manual  operation  is  required  to  complete  the  designed 
backup  capability.  To  be  effective  it  is  necessary  that  each 
area  identify  how  long  it  can  be  inoperative  before  manual 
processing  is  started,  where  spare  equipment  can  be  obtained, 
and  what  stations  must  be  notified  to  insure  smooth  processing 
of  applicants. 
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TABLE  9.  PREDICTED  AVAILABILITY 


PERIOD  ENDING 

PREDICTED  AVA 

8 October  19  75 

0.985522 

30  October  1975 

0.986345 

28  November  1975 

0.987084 

31  December  1975 

0.987796 

30  January  1976 

0.987934 

28  February  1976 

0.976165 

22  March  1976 

0.978386 

TABLE  10. SYSTEM  AVAILABILITY 


REPORTING  PERIOD 


INCREMENTAL 


CUMULATIVE 


6 Aug 

74 

31 

Aug 

74 

0.981 

0.981 

1 Sep 

74 

- 

29 

Sep 

74 

0.978 

0.979 

30  Sep 

74 

- 

31 

Oct 

74 

0.  893 

0.945 

1 Nov 

74 

- 

30 

Nov 

74 

1.000 

0.959 

1 Dec 

74 

- 

31 

Dec 

74 

1.000 

0.969 

1 Jan 

75 

- 

29 

Jan 

75 

1.000 

0.974 

30  Jan 

75 

- 

28 

Feb 

75 

0.938 

0.969 

1 Mar 

75 

- 

31 

Mar 

75 

0.945 

0.967 

1 Apr 

75 

- 

30 

Apr 

75 

1.000 

0.970 

1 May 

75 

- 

30 

May 

75 

1.000 

0.972 

31  May 

75 

- 

30 

Jun 

75 

0.986 

0.973 

1 Jul 

75 

- 

31 

Jul 

75 

1.000 

0.975 

1 Aug 

75 

- 

25 

Aug 

75 

0.896 

0.972 

24  Sep 

75 

- 

8 

Oct 

75 

1.000 

0.972 

9 Oct 

75 

- 

30 

Oct 

75 

1.000 

0.  972 

31  Oct 

75 

- 

28 

Nov 

75 

1.000 

0.974 

29  Nov 

75 

- 

31 

Dec 

75 

1.000 

0.976 

1 Jan 

76 

- 

30 

Jan 

76 

0.980 

0.976 

31  Jan 

76 

- 

28 

Feb 

76 

0.936 

0.975 

29  Feb 

76 

- 

22 

Mar 

76 

1.000 

0.976 
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Figure  2.  Mathematical  Availability  Model 


Human  Factors 


Human  Factors  for  this  program  can  be  viewed  from  the 
equipment  and  system. perspective.  The  equipment  perspective 
includes  all  activities  relating  to  the  design  and  use  of  equip- 
ment and  supplies  and  the  system  perspective  includes  all 
interactions  between  tasks. 

All  equipment  used  in  the  automated  design  attempts  to 
require  the  minimum  number  of  controls  possible  to  accomplish 
the  mission.  Thus  the  medical  section  has  mainly  numeric  data 
entry  capability  (RT02s)  instead  of  the  full  alphanumeric 
capability  of  the  Enlistment  section  (CRTs).  The  use  of  all 
equipment  is  enhanced  by  software  development  specifically 
related  to  each  area.  For  example,  screens  requesting  data  input 
in  the  R&O,  Medical  and  Enlistment  sections  are  structured  in 
such  a way  that  trained  typists  are  not  required  whereas  screens 
used  for  the  DD  1966  are  best  completed  by  trained  typists. 

Even  with  the  structured  format  for  screens  those  operators  with 
typing  experience  were  more  successful  at  entering  data 
accurately  and  correctly,  e.g.  the  communication  area  supervisor 
entering  data  during  check-in  at  the  R&O  Desk.  Thus  for  a more 
efficient  use  of  the  system,  those  personnel  selected  for  data 
entry  should  either  be  skilled  typists,  or  be  given  training  in 
typing.  Prior  to  placing  the  system  in  the  field,  there  was  a 
natural  concern  that  the  CRT  keyboard  would  prove  confusincr 
to  the  operators  because  of  the  complexity  of  the  keyboard  where 
many  keys  on  the  unit  were  not  used  by  the  Automated.  System.  This 
turned  out  not  to  be  the  case;  the  personnel  quickly  learned  to 
ignore  the  unused  keys,  and  only  on  rare  occasions  was  incorrect 
operation  attributable  to  operation  of  the  wrong  key. 

Similiarly,  the  personnel  had  no  great  difficulty  learning  to 
correctly  load  and  operate  the  computer  driven  typewriters. 

If  the  extra  keys  become  a problem  in  later  use,  it  is  possible 
to  obtain  covers  to  prevent  access  to  the  keys  or  to 
electronically  inhibit  their  use.  Since  these  approaches  limit 
the  flexibility  of  the  CRT  serious  thought  should  be  given 
before  making  this  change. 

u.n  the  area  of  supplies  the  Automated  AFEES  provided  two 
forms  that  satisfied  design  requirements  but  were  lackinq  from 
the  human  factors  point  of  view.  The  first  form  is  the  DD  93. 

This  form  is  a cumbersome  form  to  take  apart  and  prepare  for 
signature.  For  reasons  discussed  in  the  enlistment  area 
comparison,  there  is  little  that  can  be  done  short  of  reverting 
back  to  the  manual  system.  The  second  form  is  the  mark  sense 
SF  93.  The  basic  objection  to  this  form  is  the  lightness  of  the 
green  color  used  in  printing  the  form.  The  source  of  the 
objection  is  the  physicians  at  the  AFEES  rather  than  the 
technicians  or  the  applicants.  Since  the  basic  color  was  picked 
to  prevent  interference  between  the  applicant's  marks  and  the 
form  itself, it  appears  that  the  blue  color  used  for  the  ASVAB 
test  would  work  equally  well  on  the  mark  sense  SF  93.  If  this 
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form  is  printed  aaain  for  follow-on  use  the  form  size  should  be 
chanaed  from  the  existing  SV’Xll"  to  8"X10V.  This  will  allow 
the  form  to  be  compatible  with  microfilm  equipment  already  m 
use  at  AFMPC/DPMDRM-1,  Randolph  Air  Force  Base,  Texas  78148. 

The  reduced  size  paper  can  be  used  with  the  existing  optica 

mark  reader  in  the  automated  system. 

There  are  two  major  areas  of  concern  relating  to  human 
factors  in  regard  to  system  operation.  The  first  deals  with 
area  interaction  and  the  second  deals  with  training. 

AFEES  personnel,  in  general,  have  a very  positive  a,  1 
toward  the  introduction  of  automation,  and  some  were 
enthusiastic.  They  exhibited  great  interest  m the  system, 
and  actively  participated  in  "fine  tuning"  the  system  to  meet 
Baltimore  ^peculiar  needs.  While  this  attitude  extended  to 
almost  all  personnel,  it  was  particularly  noticeable  in  the 

supervisory  NCO's  and  Officers.  ■ 

Despite  this  enthusiasm,  there  appears  to  be  periodic 
frictions  and  lack  of  communication  between  areas.  Since  t 
s vs tern  was  designed  so  that  all  areas  are  interrelated,  (all 
areas  depend  on  R&O  for  check-in,  medical  area  depends  on  mental 
test  area  for  reading  medical  histories,  communication  area 
depends  on  mental  and  medical  areas  for  data  entry,  etc.)  it  is 
absolutely  essential  that  a change  in  procedure  ““^s 
retirements  in  one  area  be  discussed  with  all  other  areas. 
Faiiure^odo  so  will  result  in  significant  applicant  processing 
delays  and  the  gradual  degradation  of  the  automated  system. 

YA  major  difficulty  in  training  the  AFEES  personnel  was  that 
this  was  attempted  in  an  operational  environment,  using  the 
operational  hardware  and  software  during  regular  working  hours. 
While  training  was  successfully  carried  out  under  t e 
circumstances,  it  was  difficult  to  schedule  regular  classes 
either5 the  equipment  or  the  personnel  were  busy  processing 
applicants.  Further,  the  operational  software  was  not  designe 
f5r  training,  and  had  to  be  modified  to  allow  for  training  and 
practice.  For  future  applications,  serious  consideration 
should  be  given  to  using  operational  software  for  use  with 
dedicated  hardware  in  a regularly  scheduled  basis,  prior 

to  actual  processing  of  live  applicants.  TJain1^  trainina 

carried  out  in  a classroom  atmosphere,  speeding  up  both  training 

an  ‘ PReqardless  of  the  type  of  trainina  utilized,  OJT  or  class- 
room operational  manuals  should  be  developed  for  each  station. 
In  thisPway  procedures  can  be  established  to  insure  continued 
communication  between  areas  and  area  operating  instructions  and 
backup  procedures  can  be  established. 
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Costs 

This  section  documents,  analyzes  and  compares  all  definable 
costs,  both  recurring  and  nonrecurring,  of  the  manual  and  Auto- 
mated AFEES  systems.  The  documentation  consists  of  manual  oper- 
ational, additional  automated  operational,  hardware,  maintenance 
and  software  costs.  Comparisons  between  the  two  systems  will  be 
made  in  terms  of  costs;  however,  one  must  always  bear  in  mind 
the  manual  and  automated  AFEES  are  completely  different 
systems  with  different  workloads,  different  capabilities  and 
ffsrent  operating  procedures.  Therefore,  benefits  and  pro- 
blems associated  with  the  automated  system  as  identified  in 
previous  paragraphs  found  in  the  comparison  section  must  be 
considered  for  a more  realistic  grasp  of  the  effectiveness  of 
automation . 

During  aH  of  FY  75,  the  Baltimore  AFEES  utilized  the 
DURA  paper  tape  system.  It  wasn't  until  1 September  1975 
that  HQ  USAREC  replaced  the  DURA  system  with  IBM's  Magnetic 
Card  Selectric  Typewriter  (MCST)  system  in  the  Baltimore 
AFEES;  the  automated  system  replaced  the  MCSTs  in  October 
of  1975.  Since  most  of  the  manual  study  was  completed  in 
the  DURA  framework,  our  analysis  will  include  the  DURA  system 
even  though  the  automated  system  would  actually  replace  the 
MCST  system. 

Baltimore  AFEES  Operational  Costs  - The  manual  operational 
costs  for  FY  75,  obtained  from  the  Baltimore  AFEES  Budget  Clerk, 
are  shown  in  Table  11.  Because  the  AFEES  used  MCSTs  for  only 
one  month,  it  was  not  possible  to  determine  actual  MCST  oper- 
ational costs.  Except  for  maintenance  costs,  it  shall  be 
assumed  that  MCST  operational  costs  are  basically  the  same 
as  those,  determined  in  FY  75  for  the  DURA  system.  The  fol- 
lowing paragraphs  define  the  terms  found  in  this  table: 

a.  Personnel  - personnel  compensation,  personnel  benefits 
and  benefits  for  former  personnel  for  all  civilian  employees, 
excluding  fee-basis  physicians  and  consultants,  plus  average 
adjusted  pay  per  rank  of  all  military  employees. 

b.  Civilian  Overtime  - cost  attributable  to  civilian 
overtime. 

c.  Doctor  Fees  - outside  doctor  fees  incurred  by  the 
AFEES  including  fee-basis  physicians  and  consultants  in  the 
station,  and  special  medical  evaluations  accomplished  near  the 
applicant's  home. 

d.  Facility  - building  lease  including  utilities  costs. 

i < e-  Temporary  Duty  (TDY)  - cost  for  all  travel  of  assigned 

personnel  including  mission  essential  travel,  Mobile  Examination 
Team  (MET)  travel,  school  training  and  conference  travel, 
permanent  change  of  station  (PCS)  travel,  and  command  and  staff 
visits . 

f.  Applicant  Travel  - cost  of  travel  of  applicants  within 
the  metropolitan  area  around  the  Baltimore  AFEES  in  connection 
with  AFEES  evaluation  and  processing. 

g.  Transportation  of  Things  - contractual  charges  for  the 
transportation  of  things  such  as  MET  test  materials,  and  for  the 
care  of  such  things  while  in  the  process  of  being  transported; 
postage  used  in  parcel  post,  rental  of  truck  and' car 


TABLE  11.  BALTIMORE  MANUAL  AFEES  OPERATIONAL  COSTS 


Personnel 
Civilian  Overtime 
Doctor  Fees 

Building  Lease  and  Utilities 
Temporary  Duty  (TDY) 
Applicant  Travel 


470,854 

4,944 

93,169 

241,964 

6,866 

856 


Transportation  of  Things 

Communication 

Auto  Expenses 

Medical  Purchased  Services 

AFEES  Purchased  Services 

Medical  Supplies 

AFEES  Supplies 


25,890 

8,621 

1,263 

26,120/12,344* 

9,255 

18,623 


Medical  Equipment 
AFEES  Equipment 
Subsistence  and  Lodging 
Applicant  Forms 
Total 


1,764 

112,861 

1,186 

$1,024,236/1,010,460* 


*DURA/MCST 


transportation  equipment,  and  reimbursements  to  civilian 
personnel  for  the  authorized  movement  of  household  effects  or 
house  trailers. 

h.  Communication  - contractual  expenses  both  recurring  and 
non-recurring  for  leasing  communication  circuits,  networks 

and  systems  which  serve  an  operational,  logistic  or 
administrative  function;  transmission  of  messages  from  place  to 
place  (WATS,  commercial  long  distance,  telegrams,  charges  for 
postal  other  than  parcel  post) , rental  of  post  office  boxes  and 
teletype  equipment,  and  service  charges  and  telephone 
installation.  (AFEES/HQ  USAREC  line  for  data  transmission  is 
not  included). 

i.  Auto  Expenses  - cost  of  gasoline,  oil  and  lubricants 
for  automobiles;  cost  of  purchased  motor  pool  services. 

j.  Medical  Purchased  Services  - cost  for  the  purchase  of 
all  medically-associated  services  except  for  fee-basis  and 
consultant  costs. 

k.  AFEES  Purchased  Services  - cost  associated  with 
purchased  services  such  as  car  maintenance  and  rental,  laundry, 
equipment  maintenance,  janitorial  services  and  training. 

(In  FY  75  the  cost  of  maintenance  of  the  DURA  equipment  was 
$15,882;  the  cost  of  maintenance  for  the  MCSTs  was 
projected  to  be  $2,106.) 

l.  Medical  Supplies  - cost  of  medical  supplies  used  in 
support  of  the  physical  examination  such  as  paper  cups  and  gowns, 
tongue  depressors.  X-ray  film,  and  folders,  uristix,  needles, 
urine  cups , vacuum  tubes  for  centrifuge,  audio  card,  cotton 
balls,  center  spec  for  the  female  exam  and  large  packet 
envelopes.  (Supply  costs  for  the  total  medical  examination  in  FY 
75  were  $1.21  per  male  and  $1.69  per  female  plus  $1.00  per 
X-ray  per  examinee.) 

m.  AFEES  Supplies  - cost  of  supplies  and  materials  such  as 
repair  parts  and  other  technical  supplies  consumed  in  the 
operation  and  maintenance  of  equipment,  subscriptions, 
cleaning  and  office  supplies. 

n.  AFEES  Equipment  - cost  for  furniture  such  as  tables, 
chairs,  desks,  filing  cabinets;  office  equipment  such  as 
typewriters,  adding  machines,  copiers;  transportation  vehicles; 
and  machinery. 

o.  Medical  Equipment  - cost  of  medical  equipment  such  as 
X-ray  machines,  audiometers,  scales  and  medical  books. 

p.  Subsistence  and  Lodging  - meals  and  lodging  costs  (on 
a contract  basis)  provided  to  applicants  at  the  AFEES  prior  to 
entry  into  the  Armed  Forces.  (Hot  lunches  cost  an  average  of 
$3.35  per  applicant  in  FY  75.) 

q.  Applicant  Forms  - cost  associated  with  the  DD  Form  4, 

DD  Form  4C,  DD  Form  93,  SF  88  and  SF  93  based  on  figures 
obtained  from  HQ  USAREC  and  applied  to  the  Baltimore  AFEES 
average  workload. 

The  FY  75  costs  in  Table  11  provide  us  with  the  typical 
yearly  amount  of  funds  necessary  for  the  operation  of  the 
Baltimore  AFEES.  Obviously,  the  fiqures  vary  each  year,  depend- 
ing upon  such  things  as  what  equipment  must  be  replaced  or  how 
much  training  must  be  accomplished,  or  inflationary  factors. 
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Typical  operational  costs  for  the  Baltimore  AFEES  are  $1.C24 
(DURA)  and  $1*010  (MCST)  in  millions  of  dollars. 

Operational  costs  peculiar  to  the  automated  AFEES  are  listed 
in  Table  12.  The  costs  were  mostly  derived  from  the  Consumption/ 
Usage  Listings  as  submitted  by  Computer  Sciences  Corporation 
and  estimates  for  automated  applicant  forms  from  Contral  Data 
Corporation.  The  listings  were  submitted  for  the  months  of 
January  through  March  1976;  the  data  was  extrapolated  to  derive 
a typical  yearly  cost.  The  automated  operational  costs  are 
described  as  follows: 

a.  Plastic  Badges  - The  badges  are  made  by  Laminex  in 
Matthews,  North  Carolina.  At  $.14  each,  the  Baltimore  AFEES 
uses  approximately  100  badges  per  day  translating  into  a yearly 
cost  of  $3,696  (100  applicants  x .14  x 264  days/work  yeir.) 

b.  Labels  - The  labels  are  adhered  to  pin- fed  paper. 

At  $4.60  per  thousand  labels,  each  of  the  85  full  medical- 
type  applicants  receive  nine  labels.  The  total  cost  per  year 
is  85  applicants  x 9 labels  x $4.60/1,000  x 264  days  per 
work  year  or  $929. 

c.  Sprocket- fed  Paper  - The  AFEES  uses  both  one-part 
and  three-part  sprocket- fed  paper  to  output  processing  data. 

d.  Sprocket-fed  Applicant  Forms  - This  is  the  cost  asso- 
ciated with  the  production  of  sprocket- fed  DD  Form  4,  DD  Form 
4c,  DD  Form  93,  SF  88  and  SF  93  based  on  approximations  by 
Control  Data  Corporation. 

e.  Disk  Cartridges  - Six  disks  at  $99  each  are  sufficient 
for  AFEES  operations  per  year. 

f.  Magnetic  Tapes  - Twenty- four  (24)  tapes  at  $20  per 
reel  are  required  per  year. 

g.  Continuous  Cloth  Ribbons  - Each  of  the  six  ROP3  or 
DTC  300  printers  require  one  ribbon  per  month.  At  $3.00  each, 
ribbons  cost  approximately  $216  per  year. 

h.  Computer  Operator  - The  computer  operator  operates 
the  system  and  performs  preventive  maintenance  on  the  hardware. 

i.  Computer  Operator/Programmer  - This  person  does  every- 
thing the  computer  operator  does  plus  he  maintains  and  modifies 
the  software  as  required. 

j.  Facility  Modification  - This  was  the  cost  to  modify 
the  Baltimore  AFEES  for  the  installation  of  the  computer  system. 
Modifications  necessary  included  raised  flooring  in  the  com- 
puter room,  air  conditioning,  electrical  work,  etc. 

k.  Training  of  Operational  Personnel  - This  is  a one- 
time cost  to  train  the  personnel  to  use  the  system. 

The  supplies  and  personnel  costs  are  yearly  and  recurring 
along  with  hardware  maintenance  costs.  All  the  supply  costs  in 
Table  12  except  for  the  sprocket-fed  paper  and  applicant  forms, 
and  the  continuous  cloth  ribbons  are  additional  costs  due  to 
automation.  Because  there  is  an  approximate  one-for-one  trade- 
off between  the  manual  and  automated  systems  for  plain  paper/ 
sprocket- fed  paper,  applicant  forms/sprocket-fed  applicant  forms, 
and  typewriter  ribbons/continuous  cloth  ribbons,  the  extra  cost 
was  not  included  in  total  additional  costs  for  automated 
supplies.  The  automated  system  had  no  overtime  costs,  and 
this  must  be  reflected  as  a savings  of  approximately  $4,944 


TABLE  12.  OPERATIONAL  COSTS  PECULIAR  TO  THE 
BALTIMORE  AUTOMATED  AFEES 

Supplie.s : 


Plastic  Badges 

3,696 

Labels 

929 

Sprocket-fed  Paper 

One-part 

390 

Three-part 

313 

Sprocket- fed  Applicant  Forms 

1,560 

Disk  Cartridges 

594 

Magnetic  Tapes 

480 

Continuous  Cloth  Ribbons 

216 

Personnel : 

Computer  Operator 

10,000 

Computer  Operator/Programmer 

15,000 

Facility  Modification 

18,000 

Training  of  Operational  Personnel 

4,800 

Maintenance 

23,652 

*Non-recurring  cost 
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(civilian  personnel  overtime  of  the  manual  system) . The  faci~ 
lity  modification  and  training  costs  are  one-time  costs  and 
should  not  be  included  in  yearly  operational  costs. 

Baltimore  AFEES  Maintenance  Costs  - Maintenance  costs 
were  determined  only  for  the  actual  system  configurations 
and  not  the  spares  because  1)  the  DURA  maintenance  costs 
were  based  on  only  six  of  the  nine  DURAs  and  2)  it  was  not 
certain  how  many  spares  were  necessary  for  the  MOST  system. 
Maintenance  costs  for  the  Baltimore  AFEES  Dura  machines  in 
FY  75  came  to  $15,882.  For  the  MCST  system,  a maintenance 
contract  of  $2,106  per  year  was  acquired.  The  DIGITEK  100 
Optical  Mark  Reader's  maintenance  contract  was  $420  per 
quarter  or  $1,680  per  year.  Therefore  typical  maintenance 
costs  per  year  were  $17,562  (DURAs  and  DIGITEK  100)  or 
$3,786  (MCSTs  and  DIGITEK  100).  In  comparison  to  these  fig- 
ures, the  automated  system's  maintenance  fee,  based  on  the 
automated  AFEES  hardware  configuration  less  spares,  would 
be  approximately  $23,652  per  year  (see  Table  14). 

In  terms  of  the  operational  costs,  the  automated 
AFEES  would  cost  $36,789  more  than  the  DURA  system  ($5,699 
(extra  automated  supplies)  + $25,000  (computer  personnel) 

+ $6,090  (extra  maintenance  cost))  and  $50,565  more  than 
the  MCST  system  ($5,699  (extra  automated  supplies)  + 

$25,000  (computer  personnel)  + $19,866  (extra  maintenance 
cost)).  The  cost  savings  of  $4,944  for  no  automated  per- 
sonnel overtime  requirements  would  decrease  the  additional 
automated  operational  costs  to  $31,845  more  than  the  DURA 
system  and  $45,621  more  than  the  MCST  system. 

Baltimore  AFEES  Hardware  Costs  - The  costs  associated 
with  the  Baltimore  manual  AFEES  are  shown  in  Table  13.  Costs 
for  both  DURA  paper  tape  and  MCST  systems  are  presented. 

The  Baltimore  AFEES  had  nine  DURA  machines  of  which  three 
were  spares.  Thus,  the  system  included  six  DURAs  with  one  Data 
Spaed  Data  Set  totaling  $23,574.  Also  included  in  ‘this _ system 
were  four  typewriters  (one  for  Central  Records  - electric  - 
and  three  for  Enlistment  Processing  - one  electric,  two  IBM 
selectrlc)  and  one  DIGITEK  100  Optical  Mark  Reader 
which  brings  the  total  equipment  cost  to  $47,457. 

The  AFEES  never  really  had  a fall  complement  of  MCSTs, 
however  the  supervisor  informed  us  that  six  MCSTs  with  two 
Transmission  Features  would  be  required.  Along  with  two 
electric  typewriters  and  one  DIGITEK  100  Optical  Mark  Reader, 
the  total  MCST  system  cost  would  be  $75,107. 

The  Baltimore  Automated  AFEES  Hardware  List  (Table  14) 
depicts  all  the  hardware  bought  on  the  Automated  AFEES  contract 
for  Baltimore.  This  list  includes  the  following  spares: 
three  RT02  Data/Entry  Displays,  two  DTC  300  Data  Terminals 
and  three  Super  Bee  CRTs.  These  spares  total  $22,075  (using 
the  lowest  cost  per  item);  therefore,  the  total  hardware  cost 
for  the  automated  system  configuration  (less  spares)  is  $220,357. 

Software  Costs  - Software  costs  are  divided  into  non- 
functional and  functional  costs.  Nonfunctional  costs  are  those 
associated  with  the  purchase  of  the  license  to  use  the  operating 
system  and  other  utility  software  required  to  operate  the  com- 
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TAELE  14 . BALTIMORE  AUTOMATED  AFEES  HARDWARE  LIST 
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♦Included  in  DEC  PDP  11/40  CPU  Maintenance  Cost 


Tbls  one_time  cost  is  approximately  $3,500  per  site, 
however,  discounts  are  available  with  quantity  purchasing. 

desianeSCaiSnd  S?ftwJre  deludes  all  application  programs 
ThS  ^veloped  as  a part  of  the  Automated  AFEES  contract 

The  developmental  cost  for  the  functional  software  was  annrnv- 

check-Sut67test°‘  ^ includes  computer  program  design?  coding, 
check  out,  testing,  and  integration.  This  is  a one-time  cost 

and  only  minor  modifications  to  this  software  would  be  nec- 
essary to  enable  it  to  be  used  in  other  automated  AFEES 

costs  for  eithpr-et-h°ted  t^at  t}?ere  ar°  no  software  maintenance 
howeveJ  it  h non- functional  or  functional  software; 

however,  it  will  be  necessary  to  make  functional  software  mod- 

or)erationaieaCh  H°  USAREC  makes  changes  to  the  AFEES 

operational  procedures. 

*imn^°P?1US10nS  " With  th<r  introduction  of  automation  there  is 
f _ • , • . way<?  an  1ncrease  in  one-time  costs  associated  with  the 

develipme^  Also1008'  ^ hardware  Purchase  and  the  software 
development.  Also,  recurring  operational  expenses  often  rise 

AFEES°wasenoUexceptionyStem*  ^ ^ the  Baltimore 

Table  15  identifies  the  comparable  recurring  and  non- 
recurnrg  costs  of  both  systems.  The  hardware  for  the  automated 

time^thJ?  J.  6 8 times  that  for  the  manual  DURA  system  and  2.93 
times  that  for  the  manual  MCST  system.  The  yearly  automated 

S™  andnS?s?°^%inCreaSed  ^ 33*33%  and  500%  from  the  manual 
DURA  and  MCST  systems  respectively.  Total  recurring  operational 

(leSS  0vertime)  , and  maintenance) 

system?  d 3’13%  fr°m  ^ °URA  system  4.55%  from  the  MCST 

As  the  automated  system  now  exists,  no  personnel 

identified  hGen  el¥"inated-  Some  of  the  areas  have 
in  nn  ? d majr^ours  of  effort  saved;  Mental  Testing  Area  - 
10.00  hours;  Enlistment  Processing  Area  - 5.73  hours-  and  Ad- 
ministrative Processing  Area  - 8.75  hours.  However , dSe  to  MET 

their"functionUwith  f ® Mental  Testinq  Area  can"°t  accomplish  ' 
in  the  fewer  personnel.  The  5.73  man-hours  saved 

t the  Enlistment  Processing  Area  does  not  equate  to  one  person 

AdmJn;LStratlve  Processing  Area,  the  8.75  hours  is  split 
to  4.50  supervisor  and  4.25  operator  man-hours.  (This  man- 

Hecommendation^SectionT?10^6^  ^ -d 

hppntn5ied'  ^ mUS^  be , n°ted  that  the  Automated  AFEES  has 

as  much  nsSr42%ai  lncreaSGd  applicant  workload,  and  often 
m much . as  J2%  increase  in  Paper  or  data  workload.  There- 

nxrx'  S1Pce  man~bour  savings  identified  in  the  previous 
paragraph  are  based  on  this  115%  to  142%  of  the  normallly 
^6fienC!d  workload,  the  hours  are  indeed  conservative.  In 
dition  to  ttie  fact  that  the  automated  system  was  able*  to 
identify  at  least  25.48  total  man-hours  of  effort  save?  it 
was  also  found  that  the  system  was  able  to  handle  the  sig- 
mfican  ly  increased  workload  with  no  overtime  required^ 
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Design  Modularity 

workload  of  lOOnapplicantsarequiri^ad  t0  ?andle  an  aPPlicant 
enlistment  processing  or  a workload^?^16*16!  I"6”*®1'  radical  and 
medical  and  into  DEP  processina  an  8°  appllcants  requiring 
Of  DEP  processing.  si£^”t  2l“&|2S‘ "Eii0"**  firing  out 
a separate  study  was  conducted*^  Saf?  "Polity, 

configurations  for  AFEES  qfafinno  . J^^te  Possible  hardware 
workloads  than  the  baseline  .iS?  W1<*  lesser  and  greater 

on  the  baseline  configuration^d^re  mdn?nfl?Urations  are  based 
Six  separate  working  are  modular  in  nature. 

?°i1°win9  applicant  ranges:  20- 35”^°*?  "^  developed  in  the 

201-300 , and  301-5nn  Hardw*^  i 36  65'  66“9(''  91-200, 
maintenance,  response  tiL  ^'  borage  requirements, 
group.  ' resP°nse  tinie,  and  costs  are  discussed  for  each 

systemncouldnbe  2silye^difieSCtodpr  ^ ^ baseline 

first  four  groups  and  a different ??eSS  aPplicants  in  the 
to  process  groups  5 and  6 The  W°Uld  be  needed 

cost  for  the  first  four  groucs  nionthly  maintenance 

$171,768  and  $1,594  respectively  f 72,873  and  $1/010  to 

6 *“ and 

Design°Modularity  Sys^aT6'129 ' 
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Networking 

of  a„Teris?i^EEff 1WS  de^loPe?  t»  determine  what  portions 
such  the  design  ! feasible  and  Practical  to  automate.  As 

all  AFEES  perform  essential^the ^ °Vn  individual  AFEES.  Since 
type  of  data  to™  centrat^L*  "a  functl°"s<  transmit  the  same 

the  same  type  of  soltware  and  ^rd  W°"U  requlre  essentially 
was  accomplished.  hardware,  a network  feasibility  siudy 

telephone  linfne^kf  ^r~Vh“'8harin9  netM°rks>  dedicated 

“tlons 

as- 

completing  the  above  dsntral  region.  After 

AFEES  configurations  developed  undLl^fTO!^ei2^DindiVidUal 

rk?st.s“i^t  s^tfoatif  n?hdr to  «*&” s^tisss  ^tuiarity) 

network  with  the  ™st 

system  ios ^abou^e  64^00  0 ^e ‘to  !£”  feliable  decentralised 
economical  network  configuration  (r>  °?erat®  Per  year  than  the  most 
Single  Center 

curring  cost  would  be  reduced  bv  additional  • l fference  in  re- 
needed to  support  equipment  Dur-ohafft^  1 maintfnance  costs 
CPU's)  to  improve  the  reliabilitv  of  ,fsparG  multrplexers , backup 

decentralized  system  ctst  $4  28^7^  i ^ n®twofk*  Sin^e  the 
Store  and  Forward  Network,  it  represent^the^t^17  than.the  above 
system  for  a period  of  eiiht  veart  no?  • fc?e  ™ost  economical  national 
added  to  the  network  to  anhieL3  S n?b  including  any  hardware 
decentralized  system.  3 rGllablllty  comparable  with  the 

due  to  malfunction  or^lawe^rcsnoLe  f applicant  Processing 

s°sjssss  s*a  ree  ? * 
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Fraudulent  Enlistment 

In  recent  years,  increases  in  military  pay  compensation  and 
benefits  have  made  the  Armed  Forces  a lucrative  job  opportunity 
for  individuals  of  enlistment  age.  Some  individuals,  who  are 
found  to  be  unfit  for  military  service  at  one  Armed  Forces 
Examining  and  Entrance  Station  (AFEES) , go  to  another  AFEES  and 
attempt  to  enlist  in  the  Armed  Forces  by  concealing  the  source 
of  their  previous  disqualification;  these  inidividuals  are 
referred  to  as  fraudulent  enlistees.  Since  neither  HQ  USAREC  nor 
the  AFEES  have  the  means  to  readily  identify  these  fraudulent 
enlistees  a study  was  undertaken  to  develop  an  automated 
detection  system.  (Automated  FED) . 

The  Automated  FED  system  developed  in  this  report  consists 
of  a centralized,  tape-based  computer  system  located  at  HQ 
USAREC  which  is  linked  to  each  AFEES  by  remote  communication 
terminals.  The  system  has  been  designed  to  incorporate  the 
existing  hardware  and  operational  procedures  of  USAREC' s Mechanized 
Reporting  System  (MRS) , and  provides  each  AFEES  with  the 
capability  to  query  a data  base  located  at  HQ  USAREC  so  that 
fraudulent  enlistees  may  be  detected  and  their  processing 
terminated.  The  data  base  consists  of  records  for  all  applicants 
processed  in  the  AFEES  system  within  the  previous  year  but  not 
enlisted.  The  data  records  contain  only  that  information 
required  to  sufficiently  identify  the  fraudulent  enlistees  and 
disqualification  reason (s)  . 

The  study  recommends  that  the  design  concepts  of  the 
Automated  FED  system  be  incorporated  into  the  implementation 
plans  associated  with  the  proposed  upgrade  of  HQ  USAREC' s 
present  computer  system.  Such  action  would  provide  USAREC  with 
the  means  to  efficiently  identify  fraudulent  enlistees  and 
effectively  reduce  the  costs  associated  with  the  problem. 

For  detailed  information  on  this  study  see  ESD-TR-75-99 , 
Automated  Fraudulent  Enlistment  Detention  System  - a study  of 
the  Fraudulent  Enlistment  Problem. 
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Medical  Segment  Analysis 

Program  direction  for  the  Automated  AFEES  required 
investigations  into  many  medically  related  areas.  Since  many  of 
these  areas  did  not  lend  themselves  to  firm  contract 
requirements  and  because  of  the  expertise  within  the  program 
office,  these  investigations  were  done  in-house.  As  changes 
were  developed _ proper  direction  was  provided  to  interface  with 
contractor  activities. 

of  documents  the  approach,  results  and  conclusions 

of  all  activities  performed  to  satisfy  medically  related  program 
management  directives.  Pertinent  program  direc^ionlncludes9 
equirements  to  investigate  the  selective  application  of 
automation  to  optimize  examinee  processing,  establish  a data 
p as e upon  which  meaningful  management  and  scientific  studies 
may  be  accomplished,  determine  the  reduction  possible  in 
premature  discharges  attributable  to  screening  process 
deficiencies,  optimize  the  examining  physician's  time,  and 

Z5?uldt.Ca?ah:Ll:Lty ,for  adecIuate  growth  and  flexibility  to  cope 
with  changing  workloads  and  changing  medical,  mental  and 
administrative  procedures. 

_ +-  rep?rit  concluded  that  the  medical  section  should  remain 

automated.  Although  the  actual  savings  to  the  medical  section 
are  not  as  great  as  the  yearly  operating  expenses  there  is 
possible  cost  benefit  in  reduced  Existed  Prior  to  Service  (EPTS) 
discharges  ^at  might  off-set  all  operating  and  set  up  cost.  In 
ltion,  the  elimination  of  the  central  records  room  requires 
the  use  of  the  automated  medical  section.  Other  cost  benefits 
P°ssible  but  all  of  these  can  only  be  determined  by  agencies 
other  than  the  AFEES.  The  establishment  of  a medical  data  base 
and  typewritten  multipart  SF  88s  are  prime  examples  of 
improvements  that  affect  other  agencies.  Other  significant 

we^e;  (1)  On-line  collection  of  biometric  data 
with  off-the-shelf  medical  equipment  is  not  justified;  (2) 

Use  of  paramedics  would  not  provide  any  benefit;  (3)  Automatic 
printing  of  the  SF  93  should  not  be  a standard  operating 

and  i4)  FrSe  t(TXt  entry  of  SF  88  data  should  not  be  a 
standard  operating  practice. 

For  detailed  information  on  this  study  see  ESD-TR-76-135 
report  on  Medical  Activities  for  the  Automated  AFEES  Program. 7 
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CONCLUSIONS  AND  RECOMMENDATIONS 


Introduction 

The  comparative  analysis  has  focused  on  five  functional 
areas  within  the  AFEES.  These  are:  (1)  Reception  and 
Orientation,  (2)  Mental  Testing,  (3)  Medical  Processing, 

(4)  Enlistment  Processing,  and  (5)  Administrative  Processing. 

The  comparison  section  presented  a comparison  of  each  of  these 
functional  areas  relative  to  the  manual  and  automated  systems. 

In  that  section,  benefits  of  automation  were  identified,  problems 
associated  with  automation  were  discussed,  and  future  improve- 
ments to  the  baseline  automated  system  were  noted. 

This  section  is  divided  into  two  parts:  Functional  Area 

Conclusions  and  Recommendations  and  Automated  AFEES  System 
Conclusions  and  Recommendations.  The  area  conclusions  and 
recommendations  will  be  taken  directly  from  the  comparison 
section.  The  system  conclusions  and  recommendations  will  come 
from  the  comparison  section,  the  related  studies  section,  and 
the  in-house  technical  studies  accomplished  by  the  Automated 
AFEES  System  Program  Office. 

FUNCTIONAL  AREA  CONCLUSIONS  AND  RECOMMENDATIONS 
Reception  and  Orientation  Area 

1.  The  automated  system  has  no  direct  impact  on  the  recruiter 
or  the  liaison. 

2.  The  automated  system  indirectly  causes  a kind  of  uniform- 
ity or  organization  to  occur  between  services  concerning  the 
liaison  s job  of  scheduling  or  checking— in  of  his  applicants. 

3.  The  automated  system  has  added  a new  task  to  the  manual 
task  of  scheduling.  R&O  schedules  T&P's  and  inspects  via 
CRT  requiring  an  additional  .75  hours  per  day  of  time 

(5  pieces  of  data/applicant,  90  applicants /day @30  seconds/ 
applicant  = .75  hours).  Since  there  is  a 50%  no-show  rate 
for  T&P's  and  an  average  of  30  T&P's  show  per  day,  stop  sched- 
uling T&P's.  Instead,  check  them  in  between  0700  and  0730. 

4.  The  Workload  Report  which  is  output  in  the  afternoon  to  show 
projected  scheduling  for  the  next  day  is  erroneous  due  to  the 
fact  that  not  all  of  the  applicant  processing  is  scheduled. 

(Only  T&P's  and  inspects  are  scheduled).  Do  not  output  this 
automated  report  at  this  time.  If  projections  are  desired,  obtain 
a count  from  the  USAREC  217 's. 

5.  All  applicants  who  require  a physical,  test  or  re-evaluation 
are  checked  into  the  system  via  CRT  between  0700  and  0845,  a pro 
cedure  which  has  helped  organize  this  task. 

6.  Instead  of  manually  checking  arrivals  off  the  217's  and 
adding  their  names  to  the  Applicant  Flow  Sheets,  the  applicants 
are  automatically  checked  into  the  system  via  RT02  Badge  Reader 
and  CRT.  Manually,  this  task  takes  50  seconds  per  applicant, 
automatically  it  takes  37  seconds  per  applicant. 
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7.  Inspection  check-in  is  done  automatically  saving  five  minutes 

8.  The  Daily  Workload  Report  can  be  produced  automatically  on 
the  DTC  300  printer  saving  12  minutes.  However,  the  first  three 
lines  are  erroneous.  "PROJ  TODAY"  entries  only  reflect  the 
scheduled  applicants  (T&P's  and  Inspects);  "NO  SHOW"  entries 
reflect  only  T&P  and  inspects  who  did  not  show;  "WALK-IN" 
entries  depict  all  physicals  and  re-evaluations  as  walk-ins 
since  they  had  not  been  scheduled.  Either  delete  the  first 
three  lines  , and  obtain  a count  from  the  217' s,  or  modify  the 
software  to  include  the  capability  of  entering  the  data  via 

the  CRT,  so  that  an  accurate  report  could  be  outputted  on  the 
printer. 

9.  Two  or  three  additional  people  are  needed  at  R&o  for  the 

check— in.  The  two  or  three  people  are  pulled  from  the 
Processing  Section  where  their  services  are  not  needed  until 
after  check-in  is  completed. 

10.  The  R&O  personnel  enjoy  working  with  the  automated  system 
better  than  the  manual  system  even  though,  in  their  minds,  their 
jobs  have  been  made  harder  and  longer.  Continue  to  work  out  pro- 
cedural solutions  with  them  to  shorten  and  ease  their  jobs. 

11.  Applicants  were  6.6%  less  pleased  with  the  length  of 
check-in  time  for  the  automated  system  than  they  were  for  the 
manual  system.  They  were  a little  less  displeased  with  the 
prior  waiting  period  (27.2%  - manual;  23.8%  - automated).  R&O 
check-in  is  running  quite  smoothly  considering  the  average 
number  of  applicants  (98  per  day)  who  must  be  serviced. 

12.  The  R&O  Desk  automatically  processes  almost  three  times 
(35/98)  the  manual  workload  during  the  morning  check-in  in  less 
than  twice  (.58  hours/1.01  hours)  the  manual  processing  time. 

13.  Due  to  the  added  task  of  scheduling,  a 15%  increase  in  total 
applicant  workload  and  a 42%  increase  in  folder  processing,  the 
automated  system  takes  50%  more  time  to  accomplish  the  R&O 
function.  If  R&O  stopped  scheduling  T&P's,  thirty  minutes  could 
be  saved  which  would  lower  the  increased  processing  time  to  40%. 

14.  Total  R&O  performance  time  as  shown  in  Table  3 is  7.6  4 
hours.  This  time  was  derived  assuming  only  one  filer  was  at 
work,  whereas  two  are  usually  available.  Refiguring  total  time 
assuming  two  filers  decreases  the  figure  by  2.83  hours  or 

4.81  hours  total  processing  time. 

15.  The  "applicant  status"  option  at  R&O  can  help  them  locate 
lost  folders  by  determining  what  processing  the  applicant  last 
accomplished. 

16.  The  "previous  visits"  entry  on  the  "check-in"  screen  helps 
R&O  personnel  to  prohibit  ineligible  applicants  from  taking  a 
physical  or  re-evaluation. 
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17.  Since  all  the  data  kept  on  an  applicant  in  a folder  in  the 
Central  Records  Room  (CRR)  is  also  available  in  the  computer , 
procedures  could  be  worked  out  to  eliminate  the  need  for  the  CRR. 
Procedural  changes  to  eliminate  the  CRR  are  complicated  and  ex- 
tensive; the  benefit  of  doing  so,  however,  would  be  tremendous. 

5.66  man-hours  of  continued  effort,  or  one  less  person  assigned 
to  R&O  (2.00  hours  - filing  Met  packets  plus  2.16  - pulling 
folders  for  the  next  day  plus  1.50  - re-filing  medical  folders). 
The  other  filer's  time  would  be  spent  putting  together  the 
enlisting  applicants'  folders. 

18.  If  all  time  savings  identified  in  the  previous  conclusions 
were  factored  into  R&O's  total  performance  time,  instead  of  7.64 
total  hours,  R&O  could  function  in  1.48  hours  (7.64  hours  - .5 
hours  (T&P  scheduling)  - 5.66  hours  (CRR  time)  = 1.48  hours. 

Mental  Testing  Area 

1.  The  automated  system  is  providing  same  day  mental  test 
results  to  the  recruiter  which  was  shown  to  be  impossible 
scoring  the  ASVAB  manually. 

2.  The  automated  system  has  necessitated  the  initial  data  entry 
for  each  applicant  at  check-in  — an  increase  of  1 man-hour 
daily. 

3.  The  automated  System  has  eliminated  all  fraudulent  retests 
and  any  resulting  fraudulent  enlistments. 

4.  The  automated  system  eliminates  the  filing  of  duplicate 
packets  in  the  file  room  for  those  applicants  trying  to 
fraudulently  retest  and  for  those  applicants  retesting  after 
the  required  waiting  period. 

5.  The  automated  system  has  reduced  test  scoring  time  by  nearly 
70%  — 4 man-hours  versus  13  man-hours  daily. 

6.  A survey  of  testers  showed  nearly  unanimously  that  the 
automated  system  made  their  job  easier;  it  now  takes  them 
less  time,  and  they  prefer  to  use  it. 

7.  The  automated  system  uses  one  Optical  Mark  Reader  and  one 
hardcopy  device  --  the  OPSCAN  Model  17  Optical  Mark  Reader  and 
the  G.  E.  Terminet  300  printer. 

8.  The  G.  E.  Terminet  300  printer  uses  multiple-part 
sprocket-fed  paper  to  satisfy  operational  requirements. 

9.  The  automated  system  has  eliminated  the  test  computation 
sheet. 

10.  The  automated  system  has  eliminated  the  DIGITEK  scanner. 

11.  Due  to  the  fact  that  the  automated  system  was  not  integ- 
tated  into  the  Baltimore  AFEES  operation  until  late  in  IOT&E,  all 


the  testers  were  not  sufficiently  trained.  More  training  needs 
to  be  provided  so  that  all  testers  will  be  able  to  run  the  system 
equally  well. 

12.  The  OMR  and  the  mental  test  software  should  be  modified  to 
eliminate  the  side  3 answer  sheet  reading  error  problem. 

13.  Automatic  scheduling  via  the  answer  sheets  should  be  looked 
into  as  a possibility  of  eliminating  the  check-in  of  applicants. 
Alternatively,  providing  the  mental  test  section  with  a CRT 
would  enable  them  to  check-in  all  applicants  and  divorce  this 
task  from  other  parts  of  the  AFEES. 

14.  The  automated  system  has  eliminated  all  errors  in  scoring. 

15.  The  automated  system  has  eliminated  all  applicant  test  data 
input  in  the  Comm  Room  with  the  exception  of  the  status  entry  — 
a reduction  of  2 man-hours  daily. 

16.  The  automated  system  has  eliminated  the  possibility  of  any 
transcription  errors  as  all  data  is  automatically  entered  into 
the  applicant's  data  base. 

17.  The  automated  system  enables  applicant  medical  history  data 
(SF  93)  to  be  automatically  entered  into  his  data  base. 

18.  The  testing  section  is  now  able  to  automatically  convert 
an  applicant's  raw  scores  to  aptitude  scores  for  any  service. 

Medical  Area 

1.  Automation  of  the  medical  section  has  not  significantly  delayed 
or  improved  the  speed  of  applicant  processing. 

2.  Automation  of  the  medical  section  has  neither  decreased  nor 
increased  personnel  requirements.  Added  routine  activities  were 
absorbed  by  operators  during  processing,  and  free  text  require- 
ments are  absorbed  by  the  required  late  man. 

3.  Free  text  data  entry  for  the  SF  88  (not  including  profile, 
category,  and  disqualying  codes)  could  be  eliminated  from 
standard  operational  procedure  with  no  impact  on  applicant 
processing  or  statistical  requirements.  Capability  should  be 
retained  for  special  circumstances. 

4.  Automatic  printing  of  the  SF  93  should  not  be  a standard 
operational  procedure.  Capability  should  be  retained  for 
special  circumstances. 

5.  Applicant  opinion  of  the  automated  system  was  slightly  less 
favorable  than  the  manual  system. 

6.  Operator  opinion  of  the  automated  system  was  less  favorable 
than  the  manual  system.  The  main  objection  centered  on  the  fact 
that  the  added  structure  and  data  entry  requirements  did  not 


benefit  them. 

7.  The  automated  system  provides  a previously  non-existent  med- 
ical data  base  upon  which  medical  studies  can  be  performed. 

Since  this  is  not  a current  requirement  of  AFEES  operation, 
direction  should  be  provided  by  higher  headquarter  to  verify 
this  requirement. 

8.  Approximately  2.15  man-hours  per  day  are  saved  in  activities 
outside  the  medical  area  due  to  automation  of  the  medical  area. 

9.  A minimum  of  .75  man-hours  and  additional  supplies  are  saved 
weekly  by  the  elimination  of  the  need  to  perform  physicals  on  ap- 
plicants who  lost  their  SF  88.  Depending  on  the  complexity  of 
the  physical,  this  estimate  could  increase  for  special  consulta- 
tions. This  equates  to  three  physicals  per  week. 

10.  The  typewritten  SF  88  provides  an  undetermined  benefit  to 
outside  agencies.  Previously  identified  complaints  by  the  Sur- 
geon General  Offices  on  illegible  SF  88' s provides  the  basis  for 
this  assessment. 

11.  Flagging  of  out  of  limits  data  should  provide  some  reduction 
in  the  amount  of  look-up  and  training  requirements  for  physicians 
and  technicians . Since  all  medical  personnel  were  already 
trained,  this  could  not  be  verified. 

12.  The  major  benefit  of  flagging  out— of— limits  data  is  the  re- 
duction of  EPTS  discharges.  This  could  not  be  verified  in  the 
time  period  of  the  analysis  and  should  in  fact  be  verified  over 
the  period  of  one  year. 

13.  On-line  collection  of  biometric  data  with  off-the-shelf 
medical  equipment  is  not  justifiable  on  a cost/benefit  basis. 

14.  Automatic  routing  of  applicants  would  not  improve  medical 
processing  throughput.  For  other  AFEES,  more  emphasis  should  be 
placed  on  facility  layout,  scheduling  and  technician  flexibility 
to  improve  throughput. 

15.  Paramedics  could  handle  the  majority  of  physical  exams,  but 
they  cannot  be  used  without  at  least  one  full-time  physician  in 
station.  Further,  current  trends  show  use  of  paramedics  would  be 
counter-productive,  and  therefore  their  use  is  not  recommended. 

16.  Medical  data  entry  is  handled  adequately  with  basic  numeric 
entry  keyboards  for  all  stations  except  medical  data  review. 

This  station  requires  alphanumeric  capability  to  handle  textual 
comments.  All  data  entry  devices  must  have  display,  echo  and 
positive  identification  capabilities  built  in  or  through 
software.  Use  of  a badge  appears  to  be  the  most  practical  means 
of  insuring  that  data  is  related  to  the  correct  applicant. 

17.  In  order  to  insure  integrity  of  sensitive  data  and  reaction 
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capability  to  a constantly  changing  environment,  the  following 
design  requirements  are  a necessity: 

a.  Controlled  access  to  applicant's  data  base. 

b.  Flexibility  in  hardware  assignment. 

c.  Capability  to  modify  the  medical  data  base. 

18.  In  order  to  improve  the  existing  automated  medical  system, 
the  task  of  improving  the  SF  88  printing  operation  should  be 
undertaken.  For  Baltimore  only,  the  addition  of  a second 
similar  printer  or  the  replacement  with  a faster  printer,  with 
necessary  software  modifications,  would  be  the  easiest  solution. 

It  is  estimated  that  this  would  save  15  to  20  minutes  of  the 

30  minute  delay  sometimes  observed.  For  a follow-on  procurement 
of  several  AFEES , a better  approach  would  be  to  make  the  SF  88 
typewritter  compatible  and  purchase  a faster  character  printer. 

19.  In  order  to  improve  the  error  detection  capability  of  the 
system,  software  modifications  should  be  made  to  the  format  and 
limits  checks  of  the  various  vision  examinations. 

20.  In  order  to  relieve  the  inconvenience  of  taking  the  SF  9 3 
forms  to  the  mental  test  section  to  be  read,  it  would  be  nec- 
essary to  install  an  OMR  in  the  medical  section.  Since  this  is 
a costly  solution,  an  alternative  would  be  a procedural  change 
allowing  the  medics  to  run  the  SF  93s. 

21.  Printing  of  the  SF  88  could  be  improved  by  adding  a special 
code  to  identify  the  physician,  modifying  the  X-ray  title  to 
handle  female  X-rays  and  adding  "for  enlistment  in  block  77. 

22.  Provide  cross-check  between  profile  end  status  code  to 
automatically  set  status  code  to  "disqualifying",  if  profile  is 
disqualifying. 

23.  Provide  capability  to  make  distinction  between  Temporary 
and  Permanent  Disqualifications  and  provide  for  the  printing 
of  a monthly  report  that  identifies  those  applicants  who  were 
permanently  disqualified  and  the  reasons  why. 

24.  Retention  of  the  automated  system  is  necessary  if  the 
records  room  is  eliminated. 

25.  As  in  ESD-TR-76-135 , continued  operation  of  the  automated 
medical  section  is  recommended  for  at  least  one  year.  This 
recommendation  acknowledges  that  there  is  a potentially  high 
benefit  from  nationalizing  the  medical  data  base,  reducing 
EPTS  and  eliminating  the  records  room.  If  at  the  end  of  the 
year  there  is  no  positive  decision  on  at  least  one  of  the  . 
above  benefits,  the  automated  medical  section  should  be  elim- 
inated. Transmission  requirements  could  still  be  satisfied  by 
allowing  the  communication  section  to  enter  medical  data  or 
retaining  one  CRT  in  the  medical  area  to  enter  required  medical  data 


Enlistment  Area 

1.  Automation  of  the  enlistment  area  has  reduced  the  difficulty 
and  time  required  to  produce  the  DD  4,  DD  4c  and  DD  93  by  2 
minutes,  .8  minutes  and  1.4  minutes  per  form  respectively.  When 
projected  to  workloads  measured  during  the  evaluation  period, 
this  represents  a savings  of  4.55  man-hours  per  day. 

2.  Automation  of  the  enlistment  area  has  reduced  the  form  throw- 
away rate  for  the  DD  4,  DD  4c,  and  DD  93  by  21%,  15%,  and  12% 
respectively.  When  projected  to  workloads  measured  during  the 
evaluation  period,  this  represents  a savings  of  1.18  man-hours 
per  day. 

| 3.  As  a result  of  the  above  two  benefits,  overtime  has  been 

eliminated  for  this  section. 

4.  Applicant  evaluation  of  the  automated  system  was  slightly 
more  favorable  than  of  the  manual  system. 

5.  Operator  evaluation  of  the  automated  system  was  enthusiastic. 

6.  The  automation  of  the  travel  orders  provides  no  benefit  and 
was  less  flexible  than  the  existing  MOST  system.  In  order  for 
the  automated  system  to  be  effective,  it  is  necessary  to 
provide  the  capability  to  easily  delete  and  add  applicants, 
modify  textual  format,  and  change  order  date. 

7.  The  data  entry  requirements  for  the  DD  93  can  be  improved  by 
coding  duplicate  data.  In  this  way,  only  the  code  need  be 
entered  to  type  out  duplicate  information. 

8.  The  automated  version  of  the  DD  93  contains  some  difficulty 
when  the  form  is  separated  for  signature.  The  existing  design 
complies  with  DOD  requirements  and  operational  needs  outside 
of  the  AFEES.  At  present,  the  only  alternative  appears  to 
revert  back  to  manual  operation.  This  alternative  is  not 
recommended  because  of  the  existing  benefits  and  potential 
improvement  still  possible. 

9.  The  existing  software  is  designed  to  output  DD  4 and  DD  4c 
forms  separated  by  carbon.  The  software  should  be  modified  to 
handle  spacing  for  the  newly  purchased  pressure  sensitive  DD  4 
and  DD  4c  forms. 

10.  Provide  a cross  check  between  DD  4 printing  and  status  code 
that  will  not  allow  an  enlistment  document  to  be  prepared  for  a 
disqualified  applicant. 

11.  As  a result  of  the  substantial  savings  identified,  continued 
automation  of  the  enlistment  section  is  recommended. 

Administrative  Area 

1.  The  automated  system  has  substantially  decreased  the  time 
required  to  prepare,  correct  and  transmit  DD  1966  data.  When 
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projected  to  ths  workload  measured  during  the  evaluation  period, 
a daily  savings  of  8.75  man-hours  is  obtained.  An  additional 
2 man-hours  biweekly  is  saved  due  to  the  reduced  effort 
associated  with  the  Edit  Run  Check. 

2.  The  automated  system  has  reduced  the  daily  transmission 
error  rate  from  7%  to  less  than  1%.  Time  savings  to  the  AFEES 
are  addressed  above.  Time  savings  to  HQ  USAREC  are  unknown. 

3.  The  successful  operation  of  the  automated  system  has 
essentially  eliminated  the  need  for  the  MCST  Machine  Utilization 
Record.  This  has  eliminated  approximately  .08  man-hours  daily 
and  an  additional  .25  man-hours  weekly. 

4.  The  automated  system  has  the  capability  to  transmit 
Subsistence  and  Lodging,  Transportation/Transaction,  Medical 
Exams  Voucher,  and  Recruiting  and  Induction  Status  Reports. 

This  capability  is  not  used  since  the  transmission  requirements 
have  been  eliminated.  If  this  requirement  is  reinstated,  the 
automated  system  would  save  approximately  .10  man-hours  daily 
plus  .14  man-hours  monthly. 

5.  Even  without  transmission  requirements,  the  data  collection 
effort  for  Medical  Exams  Voucher,  and  Recruiting  and  Induction 
Status  Reports  could  be  automated.  The  Medical  Exams  Voucher 
essentially  requires  the  number  of  physicals  and  consultations 
separated  by  physicians.  The  Recruiting  and  Induction  Status 
Report  essentially  requires  tabulation  of  the  Daily  Workload 
Report.  Follow-on  procurement  should  investigate  the  benefits 
of  automating  these  reports. 

0.  Automation  of  the  preparation  and  transmission  of  the 
Operational  Report  saved  .5  man-hours  daily  plus  an  additional 
.1  and  .16  man-hours  to  satisfy  weekly  and  monthly  submittals 
respectively.  In  order  to  obtain  continued  benefit,  the 
software  must  be  modified  to  satisfy  requirements  of  the  new 
USAREC  680-2. 

7.  The  Cost  Avoidance  report  should  be  automated  if  the 
report  requirement  is  reinstated  by  HQ  USAREC.  Estimated 
savings  would  be  2 man-hours  daily. 

8.  Applicant  Status,  Applicant  Data  Base  and  Special  Workload 
Reports  provide  an  estimated  .58  daily  man-hours  savings  and 
.15  man-hour  weekly  savings  to  personnel  outside  the 
administrative  area. 

9.  Special  Workload  Summaries  are  various  combinations  of 
workload  selected  by  the  operator.  The  options  on  this  report 
should  be  expanded  to  show  temporary  and  permanent  disquali- 
fication  and  reason  for  disqualification.  A third  modification 
that  should  be  considered  is  a break  out  of  "qualified  but 

not  enlisted"  applicants.  Depending  on  the  requirement 
specified,  this  could  be  an  extremely  complicated  report. 
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Since  this  might  provide  a source  for  admitting  qualified 
applicants,  investigation  into  this  area  is  suggested. 

10.  Reports  such  as  USAREC  1966  Transmission  File, 
Operator/Transmission  Workload,  and  Transmission  Workload 
provide  an  easy  way  to  monitor  the  transmission  effort. 
Savings  due  to  these  reports  are  identified  in  the  first 
conclusion. 

11.  The  Forms  Production  Report  (Part  1)  provides  a useful 
management  tool  for  observing  area  activities.  Since  the 
report  was  used  for  IOT&E  only,  it  is  not  part  of  the 
documented  software.  Documentation  for  this  routine  must 
be  developed  during  the  follow-on  activities. 

12.  Since  the  liaison  completes  the  DD  1966  that  the  AFEES 
takes  transmission  data  from,  a follow-on  program  should 
investigate  the  practicality  of  providing  automated  input 
capability  to  the  liaison. 
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AUTOMATED  AFEES  SYSTEM  CONCLUSIONS  AND  RECOMMENDATIONS 
T~.  The  automated  system  is  able  to  process  a 15%  higher 
workload  with  a reduction  of  27.14  man-hours  daily  and  no 
overtime  costs. 


2.  The  automated  system  provides  a range  of  operator  satisfaction 
consistent  wil-h  the  amount  of  benefits  to  the  particular  area. 
Hence,  the  mortal  test  area  had  the  most  operator  satisfaction 
followed  by  the  administrative  area  and  the  enlistment  area. 

The  reception  and  orientation  and  medical  areas  had  little 
satisfaction. 


3.  The  automated  system  provides  no  significant  improvement  in 
applicant  satisfaction. 

4.  The  capabilities  of  the  presently  used  DEC  RT02  data  entry 
devices,  the  Beehive  Super  Bee  CRTs,  the  DTC  3QO/ROP3  printers, 
the  OPSCAN  model  17  Optical  Mark  Reader,  and  the  DEC  PDP  11/40 
minicomputer  are  more  than  sufficient  to  meet  AFEES  operational 
requirements . 

5.  Minor  hardware  modifications  can  be  easily  made  to  the 
baseline  system  to  enable  it  to  process  applicant  workloads 
between  20  and  200. 

6.  A different  computer  than  the  baseline  system  computer 
would  be  needed  for  stations  with  applicant  workloads 
between  200  and  500. 


7.  When  all  cost  and  reliability  issues  of  the  networking 
and  decentralized  systems  are  compared,  the  decentralized 
system  appears  to  be  the  most  desirable  approach  of  automating 
the  AFEES  system. 

8.  Total  Automated  AFEES  Baltimore  hardware  costs  were  $220,357 
plus  $22,075  for  spares. 


9.  Total  Automated  AFEES  software  development  costs  were 
$678,500.  This  includes  purchase  of  the  license  to  use  the 
operating  system  and  other  utility  software,  as  well  as  the 
design,  coding,  checkout,  testing  and  integration  of 
all  application  programs . 


10.  The  automated  system  increases  annual  operational  costs 
by  $50,565.  This  includes  the  additional  supplies,  personnel, 
and  maintenance  costs  associated  with  the  automated  system. 


11.  Annual  cost  avoidances  of  the  automated  system  are  $4,944, 
This  is  the  elimination  of  all  civilian  processing  section 
ove  rt ime  cos  ts . 


12.  The  following  man-hour  reductions  enable  the  AFEES  to 
process  more  applicants  with  the  same  staff: 
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i b.  The  elimination  of  the  requirement  to  reproduce  all 

SF  88s  for  distribution  through  the  use  of  multi-part  automated 


forms . 

c.  The  reduction  of  15.64  additional  man-hours  in  various 
areas.  (5.73  man-hours  in  the  enlistment  area,  9.08  man-hours 
in  the  administrative  area,  0.67  man-hours  in  the  R&O  area,  and 
0.16  man-hours  in  the  medical  area.) 

13.  Additional  benefits  associated  with  the  automated  system 
which  reduce  the  processing  workload  include  the  following: 

a.  The  elimination  of  the  necessity  to  re-physical  all 
applicants  whose  SF  88s  have  been  lost.  This  is  estimated  to 
be  three  physicals  per  week. 

b.  The  elimination  of  all  fraudulent  retesters  who  were 
previously  processed  at  the  Baltimore  Automated  AFEES.  An 
estimate  of  four  people  per  week  are  detected  ineligible  to 
process  at  the  R&O  desk. 

14.  The  following  benefits  associated  with  the  automated 
system  are  provided  to  persons /agencies  outside  the  AFEES: 

a<  Improved  re-viability  provided  by  the  automatically 
printed  SF  88  has  benefited  outside  agencies  such  as  the 
Surgeons  General  and  the  military  personnel  centers. 

b.  A medical  data  base  has  been  established  upon  which 
•tudies  can  be  conducted  to  determine  adequacy  of  medical 
standards  and  military  population  medical  trends. 

c.  The  automated  system  allows  the  capability  to  provide 
same  day  total  ASVAB  mental  test  results  to  the  recruiter. 

d.  The  automated  system  reduces  by  55  minutes  the  time 
that  HQ  USAREC  receives  transmission  from  the  Baltimore  AFEES. 
Time  is  also  saved  by  USAREC  due  to  less  processing  of  errors. 

15.  The  following  potential  benefits  associated  with  the 
automated  system  nuist  be  verified. 

a.  Training  of  new  personnel  has  been  facilated  by  the 
automated  system?  the  medical  section  personnel  no  longer  need 
to  memorize  disqualifying  codes  and  less  complex  operating 
procedures  are  required  in  the  administrative  section. 

b.  Through  the  flagging  of  out-of- limits  data,  the 
automated  system  has  the  potential  of  reducing  the  EPTS  rate. 
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Additional  study  must  be  undertaken  to  identify  the  exact 
reduction  possible. 

ifi  A potential  for  significant  improvement  exists  if  the 
liaison^were  given  access  to  the  automated  system  This  would, 
however,  require  a thorough  system  analysis  to  determine 
specifically  the  amount  of  interaction. 

17  Since  the  system  was  designed  so  that  all  areas  are  inter- 
related and  data-dependent  upon  each  other,  close  coordination 
between  areas  is  necessary  for  a smooth- running  syste  . 

lfl  For  future  applications,  training  should  be  carried  out  in  a 
classroom  atmosphere  or  outside  of  the  normal 
the  operational  hardware  and  software  prior 
system  with  live  applicants. 

19  Operational  manuals  should  be  developed  for  each  station  so 
that  established  procedures  are  readily  available. 

20  The  mark  sense  SF  93  should  be  printed  with  blue  ink  as  used 
on  the  ASVAB  test  forms.  The  size  should  be  changed  from 

8 V x 11"  to  8"  x 10V  • 

21.  Future  use  of  the  reliability  model  should  Replace  the 
concept  of  sharing  terminals  with  that  of  maintaining  spar 

units . 

22  The  availability  of  the  system  should  be  changed  -j^000 

to  .9375  and  be  based  on  the  most  critical  component the  < 2 . 

This  concept  assumes  that  spare  equipment  is  available 
and  on-call  maintenance  is  used  throughout. 

23.  Based  on 

Se^^s^s^e^ended.  It  is  recommended  that  y^^pUer 

AFEES  procurement  for  production  speci  y n?fic antly  increased 

computer  programming  language  to  obtain  significantly  increased 

response  time. 

oa  Tt  is  recommended  that  all  data  entry  devices  incorporate 
an* echo  capab”to  enable  the  operator  to  verify  and  revrew 

data  input. 

25  Since  the  DTC  300/ROP3  character  printers  are  very  expensive 
a follow-on  procurement  should  insure  that  all  automated  for 
a re° ty pewr i te r compatible  to  avoid  the  necessity  to  purchase 
special  feature  printers  thereby  reducing  printer  costs. 

26.  System  and  station  failures  occur  for  many  reasons  other 
than  equipment  failure,,  care  should  be  taken  to  insure  that 
improper  supplies  (thick  badges),  environmental  changes 
Miration  of  peripheral  equipment  near  power  lines)  and 
operational^procedures (operator  errors)  are  kept  to  a mrnrmum. 


27.  Continued  operation  of  the  automated  medical  section  is 
recommended  for  at  least  one  year.  This  recommendation  acknow- 
ledges that  there  is  a potentially  high  benefit  from  nationalizing 
the  medical  data  base,  reducing  EPTS  and  eliminating  the  records 
room.  If  at  the  end  of  the  year  there  is  no  positive  decision 

on  at  least  one  of  the  above  benefits,  the  automated  medical 
section  should  be  eliminated  and  transmission  data  input  accom- 
plished manually. 

28.  There  is  no  elimination  of  personnel  due  to  the  automated 
system  as  it  presently  operates.  However,  based  on  the  man- 
hour savings  identified  in  the  enlistment  and  administrative 
area  (14.8  man-hours  daily),  it  appears  reasonable  to  combine 
these  two  sections  and  eliminate  one  supervisor  and  one  typist. 
This  projection  is  based  on  the  contention  that  better  than  4.5 
man-hours  daily  of  supervisor  time  is  eliminated  and  the  re- 
maining supervisor  duties  are  made  less  complex  by  the  automated 
data  entry  and  system  reports.  The  typist  is  eliminated  by 

the  combined  reduction  of  5.73  man-hours  and  4.5  man-hours  in 
the  enlistment  and  administrative  areas. 

29.  Elimination  of  the  central  records  room  should  be  undertaken. 
The  basic  data  collection  is  already  accomplished.  Procedural 
modifications  and  gradual  automation  of  last  year's  records 

must  be  accomplished.  Expected  savings  include  reduction  of 
one  person  and  supplies  valued  at  $9,192  per  year. 

30.  HQ  USAREC  should  investigate  the  elimination,  restructuring, 
or  modification  of  all  data  processing  duties,  i.e.,  system 
changes,  file  maintenance,  etc,  which  occur  after  normal  duty 
hours  with  the  intention  of  reducing  the  data  processing  oper- 
ation to  one  shift;  this  reduction  will  decrease  the  yearly 
operational  costs  by  $10,000. 

SUMMARY 

In  summary,  an  Automated  AFEES  has  been  developed  that 
processes  more  applicants  in  less  time  with  improved  accuracy. 
Actual  additional  recurring  costs  for  the  automated  system 
are  greater  than  the  actual  dollar  reductions.  Between  the 
actual  dollar  reductions,  benefits  which  were  not  costed,  and 
potential  savings  due  to  recommended  improvements  when  imple- 
mented, we  feel  that  the  benefits  would  approach  the  recurring 
costs.  The  substantial  non-recurring  costs  can  only  be  justified 
through  benefits  provided  to  persons  or  agencies  external 
to  the  individual  AFEES.  Since  these  outside  benefits  cannot 
be  verified  as  yet  we  recommend  that  the  Automated  AFEES  be 
continued  for  one  year  to  verify  the  extent  of  potential 
benefits. 


Detailed  Description  of  the  Manual  AFEES 
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1.0  RECEPTION  AND  ORIENTATION 

1.1  General  Description.  The  Reception  and  Orientation  (R&O) 
function  includes  all  applicant  entry  processing  from. the 
initial  recuri ter/applicant  interview  to  medical  testing. 
Basically,  the  goals  of  this  phase  are  to  produce  a Case  File1 
complete  with  all  the  applicant's  necessary  enlistment  forms, 
to  inform  the  applicant  of  the  various  service  opportunities 
available,  to  schedule  him  for  mental  and  medical  testing,  and  to 
provide  him  with  a means  of  entry  into  the  AFEES  system.  The 
personnel  involved  in  the  R&O  function  are  the  applicants , 
recruiters,  service  liaison,  mental  test  personnel,  and  the  R&O 
Desk  personnel.  An  interface  exists  with  the  Medical  Testing 
Section  of  the  AFEES.  The  following  tasks  are  accomplished 

by  the  Reception  and  Orientation  function: 

a.  Recruiter/Applicant  Initial  Interview 

b.  Mental  Testing 

c.  Recruiter/Applicant  Subsequent  Interview 

d.  Liaison  Responsibilities 

e.  R&O  Desk  Duties 

1.2  Interface  Definition.  (See  Figure  A 1.) 

1.2.1  Recruiter/Applicant  Interface  - all  contact  a recruiter 
has  with  a prospective  applicant,  including  interviews, 
transportation  to  and  from  the  AFEES,  career  counseling, 
applicant  forms  processing  and  recruitment. 

1.2.2  Recruiter/Liaison  Interface  - all  verbal  and  written 
communication  between  the  recruiter  located  in  the  field  and 
the  liaison  located  within  the  AFEES  concerned  with  the 
scheduling  of  medical  tests  and  the  enlistment  of  an  applicant. 

1.2.3  Recruiter/Mental  Testing  Section  Interface  - each 
branch  of  service  has  a Mental  Testing  Section  with  which 
the  recruiter  (or  sometimes  the  liaison)  interfaces  to 
schedule,  to  test,  and  to  score  mental  tests  of  their  appli- 
cants . 

1.2.4  Mental  Tester /Applicant  Interface  - the  interface 
between  the  mental  tester  and  the  applicant  including 
administering  the  test,  scoring  the  test,  and  sometimes 
classifying  the  applicant. 

1.2.5  AFEES  Mobile  Examination  Team  (MET)  Medics/Applicant 
Interface  - the  interface  between  the  MET  Medic  and  those 
Army  and  Marine  Corps  applicants  who  have  passed  the  mental 
test  to  include  a quick  medical  examination  and  counseling 
about  AFEES  medical  section  processing. 

1.2.6  Applicant/Liaison  Interface  - the  service  liaison 
serves  as  a bridge  between  the  applicant  and  the  recruiter 
and  the  applicant  and  the  AFEES.  In  the  R&O  function,  the 
contact  consists  of  enlistment  forms  management,  initiation 
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briefings,  and  guidance  on  service  career  opportunities. 

1.2.7  Liaison/AFEES  Interface  - the  interface  between  the 
service  liaison  and  the  Baltimore  AFEES  R&O  Desk  and  the 
Medical  Testing  Section  including  medical  test  and  enlist- 
ment scheduling,  processing  and  storage  of  Medical  Folders, 
transferring  control  of  applicants,  and  reporting  of  work- 
load data. 

1.2. 7.1  Liaison/R&O  Desk  Interface  - the  liaison  provides 
the  R&O  Desk  personnel  with  medical  test  and  enlistment 
schedule  information,  and  the  R&O  Desk  provides  the 
liaison  with  Medical  Folder  storage  and  a point  of  entry 
into  the  system  for  the  Army  applicant.  (All  other  service 
liaison  transfer  their  own  applicants  to  the  Medical  Test- 
ing Section.) 

1.2. 7. 2 Liaison/Medical  Testing  Section  Interface  - Navy, 

Air  Force  and  Marine  Corps  liaison  take  their  applicants 
to  the  Medical  Testing  Section  for  their  medical  brief- 
ing and  processing. 

1.2.8  Applicant /R&O  Desk  Interface  - Army  applicants  report 
to  the  R&O  Desk  on  the  morning  of  their  scheduled  processing 
(medical  and/or  enlistment)  to  receive  their  Medical  Folders 
and  directions  to  the  Medical  Testing  Section. 

1.2.9  R&O  Desk/AFEES  Mental  Testing  Section  Interface  - this 
interface  is  defined  by  the  passage  of  Army  and  Marine  Corps 
Medical  Folders  and  mental  test  score  sheets  received  fror 
the  Mobile  Examination  Team  (MET)  Sites. 

1.2.10  R&O  Desk/Processing  Section  Interface  - the  R&O 
Desk  personnel  send  medical,  mental  and  enlistment 
scheduling  information  and  Army  and  Marine  Corps  USAREC 
Form  172R ' s to  the  Processing  Section  for  transmission 
to  Headquarters  USAREC. 

1.2.11  R&O  Desk/Medical  Testing  Section  Interface  - the 
R&O  Desk  personnel  provide  the  Medical  Testing  Section  with 
physical  and  inspection  scheduling  information,  and  control 
of  ‘ne  Army  and  Reserve  applicant  within  the  system  is 
passed  between  the  two  sections.  Also,  the  Medical  Test- 
ing Section  passes  all  Medical  Folders  of  the  examined 
applicants  to  the  R&O  Desk. 

1.3  Recepcion  and  Orientation  Functional  Flowchart  - Fiqure  A 
2 depicts  the  general  flow  involved  in  the  reception  and 
orientation  of  an  applicant  into  the  AFEES  system.  It  is 
a basic  flowchart  describing  only  general  reception  and 
orientation  processes;  it  does  not  follow  service 
peculiar  techniques.  The  following  paragraphs  serve  to 
document  how  each  service  provides  the  same  recruitment 
procedures  in  their  own  manner. 
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2.0  RECEPTION  AND  ORIENTATION  TASKS 

2.1  Recruiter/Applicant  Initial  Interview 

2.1.1  Task  Description.  There  are  two  reasons  why  an 

initial  interview  takes  place:  (1)  The  recruiter  contacts 

a prospect  found  through  sources  such  as  hiqh  school  rosters , 
organizations,  and  publications,  or  (2)  An  applicant 
contacts  a recruiter  to  obtain  information  on  his  possible 
enlistment.  For  all  services,  each  recruiter  has  a defined 
area  within  which  he  may  recruit  for  his  branch.  Similarly, 
an  applicant  should  go  to  the  recruiter  in  his  home  area; 
however,  it  is  not  necessary.  During  this  first  interview, 
the  recruiter  obtains  basic  information  about  the  applicant 
to  determine  his  chances  of  enlistment,  apprises  him  of  the 
possible  service  opportunities  open  to  him,  and  develops 
with  the  applicant  the  following  forms  (by  service)  for  the 
applicant's  Case  File: 

a.  Army  - USAREC  Form  17 2 R (Applicant/ Registrant 

Form) 

200  Card  (Prospect  Card) 

*DD  Form  369  (Police  Record  Check) 

DD  Form  372  (Application  for  Verification 
of  birth)  or  Birth  Certificate 
*DD  Form  373  (Consent,  Declaration  of 
Parent  or  Legal  Guardian) 

b.  Marine  Corps  - 

RS-OPS  Form  1 (Pre-processing  Worksheet) 
USAREC  Form  172R  (Applicants /Registrants 
Form) 

Poolee  Data  Card 
Prospect  Card 

c.  Air  Force  - 

*DD  Form  373  (Consent,  Declaration  of 
Parent  or  Legal  Guardian) 

ATC  Form  1319  (Prospect  Card) 

ATC  Form  1424  (Applicant  Testing  Record) 

AF  Form  2030  (USAF  Drug  Abuse  Certificate) 

d.  Navy  - DD  Form  369  (Police  Record  Check) 

*DD  Form  373  (Consent,  Declaration  of 
Parent  or  Legal  Guardian) 

DD  Form  390  (Statement  of  Personnel 
History) 

NAVPERS  1130/2  (Fraudulent  Enlistment 
Warning) 

NAVCRUIT  1130/6  (Suspect  Prospect  Card) 
*NAVCRUIT  1130/13  (Enlistee  Financial 
Statement) 

NAVPERS  1130/18  (Affirmation  of  Truth- 
fulness ) 

*If  applicable 
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In  addition,  the  applicant  might  take  one  of  the  follow- 
ing short  screening  tests  to  determine  his  chances  of  passing 
the  mental  test  (Air  Force  does  not  administer  a screening 
test)  : 

a.  Enlistment  Screening  Test  (EST)  - Depending  upon  the 
Army  recruiter's  first  impressions  and  evaluations,  an  Army 
applicant  might  take  the  EST . All  Marine  Corps  applicants 
must  take  the  EST. 

b.  Wide  Range  Achievement  Test  (WRAT)  - The  WRAT  is 
another  screening  test  used  by  the  Marine  Corps  to  test 
marginal  cases. 

c.  Short  Basic  Test  Battery  (SBTB)  - All  Navy 
applicants  take  the  SBTB. 

At  this  point,  if  the  recruiter  feels  that  an  interested 
applicant  is  enlistable,  he  will  schedule  him  for  mental 
testing.  Army  and  Marine  Corps  recruiters  call  the  AFEES 
liaison  with  the  number  of  applicants  to  be  tested,  and  the 
liaison  notifies  the  Mental  Testing  Section;  Navy  recruiters 
call  one  of  four  Navy  Test  Centers ; Air  Force  recruiters 
simply  send  the  applicant  to  the  Air  Force  test  site. 


2*1.2  Personnel  Assigned.  The  primary  personnel  involved 
in  this  task  are  the  applicants  and  the  recruiters.  There 
are  now  262  recruiters  which  the  Baltimore  AFEES  services: 

123  Army,  60  Navy,  26  Air  Force,  and  bJ  Marine  Corps 
recruiters.  (These  numbers  fluctuate  monthly.)  There  exists 
an  interface  between  the  recruiter  and  the  liaison  or  Testing 
Center  for  mental  test  scheduling. 


2.1.3  Equipment  and  Supplies. 

2. 1.3.1  Equipment.  None. 

2. 1.3.2  Supplies . The  supplies  needed  to  perform  this  task 
consist  of  standard  military  forms  as  described  in  paragraph 

2.1.1  and  the  particular  service  screening  test  (EST,  WRAT  or 
SBTB) • 


2*1.4  Performance  Times.  The  length  of  the  interview  varies, 
n the  average,  it  should  rake  1.0  to  1.5  hours  for  an  interview. 

2.1.5  Interface  Definitions 

Inputs . Inputs  include  (1)  basic  information  and 
qualifications  about  the  applicant  such  as  name,  social  security 
number,  age,  address,  police  record,  education,  and  a screening 
test  score,  and  (2)  information  about  the  service. 

2. 1.5.2  Outputs  Outputs  include:  (1)  the  beginning  of  an 

applicant's  Case  File  which  includes  certain  standard  forms, 

( ) a date  to  take  the  mental  test,  and  (3)  information  flow 
etween  the  recruiter  and  applicant  concerning  readiness  and/ 
or  willingness  to  enlist  into  the  Armed  Forces. 

2.1.6  Bottlenecks . None. 

2.1.7  Service  Peculiar  Items. 

Description^  " 


See  paragraph  2.1.1,  Task 


2.1.8  Remarks.  The  number  and  types  of  standard  forms  a 
recruiter  initiates  at  this  first  interview  depends  upon  the 
service  procedures  and  the  recruiter's  first  impressions  and 
opinion  as  the  whether  the  prospect  is  interested  and  enlist- 
able.  For  example,  the  Marine  Corps  recruiter  does  not 
substantially  start  to  put  together  the  Case  File  until 
after  the  applicant  has  taken  (and  passed)  the  mental  test 
He  only  makes  out  a USAREC  Form  172R  so  that  the  applicant’ 
will  be  admitted  into  the  MET  site,  and  a few  prospect 
forms  for  his  files.  The  DD  Form  369, (Police  Record  Check) 
is  routinely  accomplished  for  all  Navy,  Air  Force  and  Marine 
Corps  applicants;  however,  the  Army  accomplishes  it  at  the 
discretion  of  the  recruiter;  if  the  applicant  lists  convictions 
or  the  recruiter  suspects  he  miqht  have  some,  it  is  checked. 

The  DD  Form  373  (Consent,  Declaration  of  Parent  or  Legal 
Guardian)  is  given  to  an  applicant  who  is  seventeen  (17)  years 
old  to  take  home  for  parental  signature.  (An  applicant  must  be 
^ least  seventeen  (17)  to  enlist.)  The  NAVCRUIT  1130/13 
( nlis tee  Financial  Statement)  is  filled  out  by  married  Navy 
applicants  only.  y 

2.2  Mental  Testing 

2*2;1  JTask  Description.  One  of  the  primary  missions  of  an  AFEES 
is  to  determine  whether  an  applicant  is  mentally  qualified  to 
into  the  Armed  Service.  At  the  Baltimore  AFEES,  100% 

° ui11aPpl;!'CantS  are  mentallY  tested  off-site.  The  recruiter 
schedules  the  applicant  for  the  test,  the  applicant  (with  or 
without  the  recruiter)  goes  to  the  test  center  where  a tester 
gives  and  scores  the  test  (Air  Force  Testers  bring  the  tests 
back  to  their  Testing  Center  to  be  scored) , annotates  the  scores 
on  standard  forms,  and  distributes  the  forms  to  specific  points 
depending  upon  the  serice. 

2 . 2 : 1 . 1 Army  and  Marine  Corps  Mental  Testing.  All  Army  and 
arme  Corps  applicants  go  to  a Mobile  Examination  Team  (MET) 

"h!lr  mental  tests.  The  Baltimore  AFEES  manages 
ten  (10)  MET  Sites,  nine  (9)  located  off-site,  and  one  (1) 
located  within  the  station  itself. 

During  the  recruiter/applicant  initial  interview,  the 

Jaljs  the  service  liaison  to  schedule  the  applicant 
or  a MET  test.  A limit  of  thirty  (30)  applicants  may  test 

a J1?6'  The  llaison  calls  the  Mental  Testing  Section 

of  the  Baltimore  AFEES  with  the  number  of  MET  processees  for 

„ e n^^d^Y*  The  recfuiter  gives  the  applicant  a USAREC 
orm  172R  (partially  filled  in)  which  is  his  "ticket"  to  be 
admitted  to  take  the  test. 

farm  ThJ.A^mY  aPPlicant  takes  the  Army  Classification  Battery 
( ACB)  which  is  composed  of  two  booklets.  The  first  booklet 
ests  the  applicant's  mechanical  comprehension,  arithmetic  reason- 
ing, word  knowledge,  mathematics  knowledge,  and  pattern  analysis, 
he  scores  on  the  different  parts  of  this  first  booklet  yield 

Dassrm?he^ forces  Ouantication  Test  (AFQT)  score.  In  order  to 
p ss,  the  male  Army  applicant  must  score  a sixteen  (16)  on  the 
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AFQT,  and  the  female  Army  applicant  must  score  a fifty-nine 

aprpuca:rfailsfem?eei  T*  ^ ° ^ * thirty-one0  Ol)  . 

the  second  booklet  consisting  ^smiased' . otherwise , he  completes 

(90)  in  at  least  one  of  t-hf  ? least  a Score  of  ninety 

At  the  same  MET  Sit^Ma^in^cf™^*11^  f°r  an  °ption- 
Armed  Services  Vocational  Jnt'f  j 5^  aPPlicants  take  the 
nine  (9)  pa?t test c al  Aptrtude  Battery  (ASVAB)  which  is  a 

arithmetic  reasoning  too^knowi  J°dlnq  speed'  word  knowledge, 
mechanical  comprehension^ ol  knowledge,  space  perception, 

tion,  and  electronics  informatifn^^^10^  automotive  informa- 
the  ASVAB,  an  AfS?  s^ore  i™eS^d  Tm^  di"ferent  Parts  of 
(male  or  female)  must  score  a filnf*  A M^lne  Corps  applicant 
with  a General  Technical  fr-n  f eJty-°ne.  (21)  on  the  APQT 

a high  school  graduate  or  l n?^  ° e^qhty“six  (86)  if  he  is 
ninety-six  (96) if hi L f f thirty-one  (31)  with  a GT  of 

After  the  teft  tfe  7J-*  hlqJ  SCh°o1  graduate, 
all  Army  and  Marine’corps  aDnfi  per^orI™\ S pre“examination  on 
color  vision  test^gener  ! (bi°od  pres£;Ure'  pulse, 

counsels  the  aDDlioJnt-  J ^ ?P  Ce  observation)  and 

ation  certain  supporitng°docum?ntation  JFEES  1 06(3:1031  examin- 

doctors  on  operation  sSIrs  ^ from  their  own 

The  medic  annotates  hi^di"?  TiZinL  problem  areas . 

SF  88  (Report  of  Medical  Exa^f,  f t 9 °n  the  applicanfs 
directs  the  applicant  on  ? '• and ' in  Edition, 

of  Medical  HiStoJ??  Md  SF  93  (Rep°rt 

All  these  forms  2e  put  ?n V m?dlcal  form  headers, 
personnel  take  back  to  the  AFEES^*1  °lder  which  the  ^T 

ACB  and  ASVAB  ^^fter^he^^^ft6  f°r  adlriinistering  the 
the  applicants'  raw  fc™  teSb  the  te^ter  determines 
converts  the  raw  score  at  SefffiT^te^  $1™ ' ' 7*  then 
results  and  signs  the  DA  Form  6170  w A ? annotates  the 
Worksheet  (Marine  Corps)  6170-3  (Army)  and  the  ASVAB 

to  the  recruiter  via  an V*8  the  converted  scores 
can  continue  recruitment  ternal , scoresheet  so  that  he 
The  MET  tester  fills  in  thf°M^Si?q  based  on  the  scores, 
applicants'  names  and  £r“"' "S,  Wlth  a11  the 

booklets,  answer  sheets  scorashcpt!  test  materials  (test 
scoring  manuals  flnwoho^*  2 6t  ■'  scorlng  templates , 
to  the  Mental  Test ino  n»^  and  «edi«l  Folders)  back 
Testing  Sertion  raJl.L  “ °f  the  AFEES-  Th®  Mental 
of  them)  , the  Test  ContmWiff *ES  t!Je  tests  (about  10% 

Form  6170-3  and  the  ASVAR  <TC°)  signs  the  DA 

the  Medical  Folder  which  ho  r sheet,  and  finally  sends 
complete  with  thl  DA  Form  frora  the  ^ site 

R60  Desk  who  continues  oroco  " “2  ASVAB  w°tksheet  to  the 

Desk  Duties,  paragraph  SHTn"*  frOT"  there-  <Sea  “0 
The  AFEES  Mental  Test-inn 

and  cost  reports  which  are  di-cri^i^SrSL^StlS?108* 
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Function.  In  addition,  a Controlled  Access  Materials  Log 
is  kept  within  the  Mental  Testing  Section  which  tracks  all  test 
materials  taken  outside  the  AFEES  Mental  Testing  Section. 

2. 2. 1.2  Air  Force  Mental  Testing.  Air  Force  applicants  go 
to  one  of  fifteen  ( 15)  Air  Force  Test  Sites  to  take  the  ASVAB. 

He  must  submit  an  ATC  Form  1424  initiated  in  two  (2)  copies  and 
signed  by  his  recruiter  in  order  to  take  the  test.  The 
applicant  must  sign  the  ATC  Form  1424  at  the  test  site  certify- 
ing that  he  hasn’t  taken  this  version  of  the  ASVAB  within  six 
(6)  months.  (If  he  fails,  he  may  take  a different  version  of 
the  ASVAB  immediately. ) 

The  ASVAB  is  administered  by  the  Air  Force  tester  in  the 
same  manner  as  the  Marine  Corps  ASVAB.  After  the  test,  the 
tester  fills  in  an  ATC  1324  with  the  name,  sex  and  education  of 
all  tested,  he  signs  the  ATC  Form  1424  and  1324,  and  sends  the 
forms  and  all  test  materials  to  the  U.S.  Air  Force  Detachment 
305.  There  the  tests  are  manually  scored;  the  scores  are 
annotated  on  the  applicant's  ATC  Form  1424  and  ATC  Form  1324; 
and  the  forms  are  distributed  through  Air  Force  channels  in  the 
following  manner: 

a.  ATC  Form  1424  (copy)  to  the  recruiter 

b.  ATC  Form  1424  (original)  to  the  Detachment  files 

c.  ATC  Form  1324  (copy)  to  recruiter 

d.  ATC  Form  1324  (copy)  to  Detachment  files 

e.  ATC  Form  1324  (copy)  to  Air  Force  tester 

f.  ATC  Form  1324  (copy)  to  USAF  Detachment  305  Supervisor 

g.  ATC  Form  1324  (original)  to  USAF  Detachment  305  Test 

Control  Officer 

The  Air  Force  applicant  must  achieve  an  AFQT  of  thirty-one 
(31)  if  he  is  a high  school  graduate,  or  a sixty-five  (65)  if 
he  is  not. 

2. 2. 1.3  Navy  Mental  Testing.  The  Navy  recruiter  calls  one  of 

four  (4)  Navy  Field  Classifiers  to  schedule  an  applicant  for 
the  Basic  Test  Battery  (BTB) . Ten  (10)  to  fifteen  (15) 
applicants  are  tested  per  session.  This  test  is  comprised  of 
six  (6)  parts:  English  (GCT)  , Mathematics  (ARI)  , Mechanical 

(MECH) , Clerical  (CL) , Shop  Practices  (SP) , and  Electronics 
(ETST) . There  are  two  (2)  answer  sheets  of  which  the  second  is 
classified  as  sensitive  because  the  test  itself  is  located  on 
the  sheet. 

The  recruiter  takes  his  Navy  applicants  to  one  of  ten  (10) 
test  sites  with  their  Suspect  Prospect  Card.  This  card  provides 
general  information  about  the  applicant  including  the  enlistment 
option  in  which  is  is  interested,  and  is  given  to  the  classifier. 

After  the  test,  the  classifier  manually  scores  it  via  a 
template.  He  then  interviews  each  applicant  to  determine 
whether  he  qualifies  mentally  for  the  option  that  the  recruiter 
and  applicant  had  previously  agreed  upon,  and  annotated  on 
his  Suspect  Prospect  Card.  The  classifier  completes  the  Class- 
ifier's Interview  Sheet,  and  also  documents  an  Administrative 
Remarks  (Page  13)  Form  with  the  BTB  scores  and  classification 
of  the  applicant.  (The  classifier  is  usually  not  able  to 
classify  the  applicant  until  after  his  physical  examination 
since  many  of  the  options  require  certain  physical  profiles 
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also;  in  this  case,  the  recruiter  must  go  back  to  the  field 
classifier  after  the  physical  examination.) 

2. 2. 1.4  Special  Testing.  Special  tests  are  given  within 
the  AFEES.  The  liaison  calls  the  AFEES  Mental  Testing  Section 
with  the  names  of  those  applicants  requiring  special  tests.  At 
the  Baltimore  AFEES  special  tests  are  given  almost  exclusively 
to  the  Army  applicants  only.  The  other  branches  of  service 
administer  their  own  special  tests. 

The  applicant  (Army)  must  already  have  taken  the  ACB  on 
which  he  must  have  achieved  certain  scores  to  take  the  special 
test.  When  he  comes  in  to  take  the  test,  he  must  have  a com- 
pleted DA  Form  6170-3  (ACB  Compilation  Sheet)  with  him.  The  Test 
Control  Officer  checks  this  form  to  verify  that  the  applicant 
is  eligible  for  the  special  test,  administers  the  test,  scores 
it,  and  documents  the  DA  Form  6170—3  with  the  scores.  The 
following  is  a list  of  the  special  tests  given  and  the  time 
necessary  for  their  administration: 

a.  Radio  Code  Test  (forty-five  (45)  minutes) 

b.  Driver's  Battery  (forty-five  (45)  minutes) 

c.  Officer's  Candidate  Test  (thirty  (30)  minutes) 

d.  Officer's  Qualification  Inventory  (no  time  limit) 

e.  Flight  Aptitude  Warrant  Officer  Test  (three  hours) 

f.  Army  Language  Aptitude  Test  (forty- five  (45)  minutes) 

2.2.2  Personnel  Assigned.  The  following  subparagraphs  describe 
which  personnel,  by  service,  are  assigned  to  the  mental  testing 
task. 

2.2. 2.1  Army  and  Marine  Corps . Currently,  five  testing  per- 
sonnel (including  one  supervisor)  are  assigned  to  the  Mental 
Testing  Section.  The  Baltimore  AFEES  sends  out  two  teams 
consisting  of  two  testers  and  one  medic  each  to  the  MET  sites 
per  day.  There  are  nine  MET  sites  in  the  Baltimore/Washington 
area  plus  one  site  located  in  the  AFEES. 

Army  and  Marine  Corps  applicants  and  their  recruiters 
also  take  part  in  this  task.  In  addition,  an  interface  with  the 
service  liaison  for  scheduling  and  the  R&O  Desk  as  the  Medical 
Folder  recipient  exists. 

2*2. 2. 2 Air  Force . The  Baltimore  region  Air  Force  mental 
testing  is  managed  by  the  USAF  Detachment  305.  The  area  is 
divided  into  four  sectors  within  which  are  located  fifteen  (15) 
test  sites.  Personnel  assigned  to  the  Detachment  include 
four  testers,  two  scorers,  one  alternate  Test  Control  Officer, 
and  one  Test  Control  Officer.  One  of  the  testers  is  respon- 
sible for  all  high  school  (85  in  number)  ASVAB  testing.  Air 
Force  applicants  and  recruiters  also  directly  take  part  in 
this  task. 

2. 2.2. 3 Navy . There  are  four  field  classifiers  who  test 
at  ten  different  test  sites  located  in  the  Baltimore/Wash- 
ington area.  The  classifiers  and  the  Navy  applicants  and 
recruiters  are  the  only  primary-assigned  personnel  involved 
in  this  task. 

2.2.3  Equipment  and  Supplies 

2.2. 3.1  Equipment.  The  Baltimore  AFEES  has  a DIGITEK  100 
Optical  Reader  located  in  the  Mental  Testing  Section.  It 
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is  used  to  randomly  rescore  about  10%  of  the  Army  ACBs  and 
Marine  Corps  ASVABs.  In  addition,  the  Medic  needs  one  blood 
pressure  cuff  and  a color  vision  chart  to  perform  the  short 
medical  examination. 

2. 2. 3. 2 Supplies.  The  following  supplies  by  service  are  used 
in  support  of  this  task: 
a . Army  - 

1.  USAREC  Form  172R  - applicant's  "admission 
ticket" 


b. 


c. 


2.  ACB  Test  Booklets  1 and  2 

3.  DA  Form  6170-2  - Test  Booklet  1 Answer  Sheet 

4.  DA  Form  6172-2  - Test  Booklet  2 Answer  Sheet 

5.  DA  Form  6170-3  - Test  Compilation  Sheet 

6.  Recruiter  Internal  Scoresheet 

7.  Test  Templates 

8.  Administration,  Scoring  and  Processing 


Manuals 

aa. 

DA  Pam  611-70-5  (1  Jan 

73) 

bb . 

DA  Pam  611-72-5  (1  Jan 

73) 

cc. 

DA  Pam  611-72-1-5  (1  Jan  73) 

dd. 

DA  Pam  611-73-5  (1  Jan 

73) 

ee. 

DAPT  4943  (1  Jul  73) 

ff. 

DAPT  4944  (no  date) 

gg. 

DAPT  4946  (1  Jul  73) 

hh. 

DAPT  4947  (1  Jul  73) 

ii. 

DAPT  4948  (1  Jul  73) 

9.  Medical  Folder 

aa.  SF  88  (Report  of  Medical  Examination) 

bb.  SF  93  (Report  of  Medical  History) 

cc.  Audiogram  Card 

dd.  X-ray  Envelope 

Marine  Corps  - 

1.  USAREC  Form  172R  - applicant's  "admission 

ticket" 

2.  ASVAB  Test  Booklets 

3.  DOD  1304. 12C  - ASVAB  Answer  Sheet 

4.  ASVAB  Worksheet 

5.  Recruiter  Internal  Scoresheet 

6.  Test  Templates 

7.  Administation , Scoring  and  Processing 

Manuals 

aa.  Manual  for  Administering  the  ASVAB 
(1  Jul  74) 


bb . Manual  and  Direction  for  Hand  Scoring 
and  Processing  the  ASVAB  (1  Jul  74) 

Air  Force  - 

1.  ATC  Form  1424  - applicant's  "admission 

ticket" 

2.  ASVAB  Test  Booklet 

3.  DOD  1304. 12C  - ASVAB  Answer  Sheet 

4.  ATC  Form  1324  - Written  Examination  Roster 

5.  Test  Templates 

6.  ATC  Regulation  33-14  Testing  Procedures 

for  USAF  Recruiting  Service 
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d . Navy  - 

1.  NAVCRUIT  1130/6  - Suspect  Prospect  Card 

2.  BTB  Test  Booklet 

3.  NAVPEPS  1230/5  - BTB  Form  8 Answer  Sheet 

4.  NAVPERS  1230/5  Part  2 

5.  NAVPERS  601-13  - Administrative  Remarks 

6.  Test  Templates 

7.  Manual  for  Administration  of  U.S.  Navy 

Basic  Tests  (NAVPERS  18662-MD) 


2.2.4  Performance  Times 

2*2. 4.1  Army  and  Marine  Corps.  It  takes  one  (1)  hour  and 
thirty-eight  (38)  minutes  to  complete  ACB  Booklet  1,  and  one  (1) 
hour  for  Booklet  2.  The  Marine  Corps  ASVAB  requires  two  (2) 
hours  to  complete.  Approximately  three  (3)  to  five  (5) 
minutes  are  required  to  manually  score  each  test  using  a tem- 
plate. The  Medic's  examination  taket'  approximately  one-half 
to  one  hour  to  complete  all  applicants . Including  adminis- 
tration, medical  and  mental  test-taking  times,  an  average  of 
nine  (9)  man-hours  are  needed  to  perform  each  MET  task  which 
is  accomplished  ten  (10)  times  per  week. 

2. 2.4. 2 Air  Force.  Air  Force  applicants  take  the  ASVAB  which 
requires  two  (2)  hours  performance  time,  or  an  average  of  two 
and  one-half  hours  including  administration  time.  Each  of 

the  four  (4)  Air  Force  testers  test  twice  daily,  five  (5)  times 
a week. 

2. 2. 4. 3 Navy . The  BTB  is  a two  (2)  hour  and  twenty  (20) 
minute  test.  Administration,  counseling  and  classification 
takes  an  additional  one-half  hour  to  accomplish.  Depending 
upon  the  workload,  the  BTB  is  given  one  (1)  or  two  (2) 
times  per  day  at  each  of  the  ten  (10)  sites. 


2. 

2. 


2. 


2 • 5 Interface  Definition. 

2.5.1  Inputs.  Inputs  associated  with  this  task  are: 

a.  the  applicant's  basic  ability/aptitude 

b.  the  applicant's  "admission  ticket"  (USAREC  Form  172R, 

ATC  Form  1424,  NAVCRUIT  1130/6) 

c.  test  materials  as  described  in  paragraph  2. 2. 3. 2 

Supplies 

d.  Army  and  Marine  Corps  applicant's  blood  pressure, 

color  vision  test  results,  general  appearance,  and 
medical  history 

2*5.2  Outputs . Outputs  consist  of: 

a.  a range  of  mental  test  scores 

b.  the  applicant's  answer  sheet 

c.  test  scoresheets  (DA  Form  6170-3  - Army;  ASVAB  Work- 

sheet - Marine  Corps;  ATC  From  1324  - Air  Force; 
NAVPERS  601-13  - Navy) 

d.  an  Internal  Scoresheet  complete  with  scores  to  the 

Army  and  Marine  Corps  recruiters 

e.  Army  and  Marine  Corps  Medical  Folder 


2.2.6  Bottlenecks 

2. 2. 6.1  A bottleneck  exists  in  Army  and  Marine  Corps  testing 
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due  to  the  lapse  in  time  between  when  an  applicant  takes  the 
test  and  when  the  Medical  Folder  is  brought  back  to  the  AFEES 
by  the  MET  testers.  Sometimes  two  (2)  or  three  (3)  days  pass 
during  which  time  the  MET  team  goes  to  another  site  directly 
from  the  first  site  without  stopping  by  the  AFEES.  Within  that 
time,  the  applicant  could  come  in  for  his  physical  testing,  and 
there  is  no  Medical  Folder  for  him.  If  he  plans  to  enlist  that 
day,  time  must  be  expended  to  make  up  another  Medical  Folder 
for  him,  and  the  liaison  must  call  the  AFEES  Mental  Testing  Sec- 
tion to  find  out  the  applicant's  mental  test  scores.  The  total 
lost  uime  involved  adds  up  to  be  approximately  ten  (10)  to 
fifteen  (15)  minutes  per  case. 

2.2. 6. 2 A bottleneck  in  Air  Force  recruiting  is  caused  by  a 
delay  in  time  between  when  the  applicant  takes  the  test  and  the 
recruiter  receives  the  scores.  It  takes  an  average  of  two  (2) 
days  until  the  recruiter  can  continue  processing  based  on  the 
applicant's  scores. 

2.2.6. 3 The  Navy  recruiters  feel  a hindrance  by  the  require- 
ment that  usually  an  applicant  must  be  taken  back  to  the  field 
classifier  after  his  physical  in  order  to  be  classified.  Some 
recruiters'  areas  are  located  as  much  as  one  hundred  (100) 
miles  away  from  the  AFEES,  and  much  of  his  itme  is  taken  up 
with  traveling  back  and  forth. 

2.2.7  Service  Peculiar  Items.  See  paragraph  2.2.1  Task 
Description. 

2.2.8  Remarks . Because  of  recruiting  quotas,  the  recruiters 

feel  that  it  is  necessary  to  know  the  applicant's  mental  test 
scores  the  s ame  day  in  order  to  determine  his  chances  of 
enlistment.  For  this  reason,  the  tests  are  scored  mannually 
by  the  tester  at  the  MET  site  increasing  the  percentage  of 
making  errors  in  scoring.  This  is  a very  serious  potential 
problem:  turning  down  mentally  acceptable  applicants,  or 

accepting  mentally  unacceptable  applicants. 

It  should  also  be  noted  that  a great  deal  of  importance 
is  placed  upon  the  validity  of  the  test  scores.  There  have 
been  occurrences  when  a recruiter,  reacting  to  recruitment 
pressures,  has  changed  an  applicant's  scores.  Therefore, 
stricter  methods  of  data  handling  would  be  helpful  to  secure 
the  mental  test  scores. 

2.3  Recruiter/Applicant  Subsequent  Interview 

2.3.1  Task  Description.  Once  the  applicant  has  taken  the  mental 
test,  the  recruiter  and  applicant  discuss  the  applicant's  enlist- 
ment possibilities  and  readiness.  If  the  applicant  passed  the 
mental  test  and  wishes  to  enlist,  the  recruiter  calls  the 
liaison  to  schedule  the  applicant  for  a physical  examination. 
Usually,  the  recruiter  and  applicant  then  complete  his  Case  File 
with  the  necessary  service  - peculiar  forms;  the  File  is  sent  to 
the  AFEES  service  liaison  seventy-two  (72)  hours  before  process- 
ing. The  following  is  a list  by  service  of  a typical  Case  File. 

a.  Army  - *DD  Form  214  copy  (Armed  Forces  of  the 

United  States  Report  of  Transfer  or 
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Discharge) 

USAREC  Form  252  (Enlistment  Contract 
Worksheet) 

USAREC  Form  335  (Agency  Check  Certifi- 
cate) 

USAREC  Form  342  (Record  of  Emergency 
Data  Worksheet) 

*DD  Form  368  (Request  for  Discharge  from 
Reserve  Component) 

*DD  Form  369  (Police  Record  Check) 

*DD  Form  370  (Request  for  Report  from 
Employer,  School  or  Personal  Refer- 
ence) if  waivers  are  required 
DD  Form  372  (Application  for  Verifica- 
tion of  Birth)  or  Birth  Certificate 
*DD  From  373  (Consent,  Declaration  of 
Parent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory) 

*DD  Form  1172  (Application  for  Uniformed 
Services  Identification  and  Privi- 
lege Card) 

DD  Form  1584  (National  Agency  Check  Re- 
quest) 

*DD  Form  1916  (Statement  of  Name  for  Use 
in  Official  Military  Records) 

DA  Form  3208  (Worksheet  for  National 
Agency  Check  Request) 

DA  Form  3286  (Statement  for  Enlistment, 
Parts  I-V) 

*DA  Form  3286a  (Statement  for  Enlistment, 
Part  VII) 

*DA  Form  3286-04  (Statement  for  Enlistment 
Delayed  Entry  Program) 

DA  Form  617^-3  (Worksheet  for  Computing 
Aptitude  Area  Scores) 

*Draft  Card  (copy) 

*Educational  Certificates,  Diplomas, 
Transcripts 

*Lateral  Entry  Program  Form 
*Marital  Status  Form  (Females  only) 

*Social  Security  Card  (cony) 

*Waivers 

Corps  - 

*RS  1-75  (Verification  of  High  School 
Level) 

*RS  2-75  (Non- Highs chool  Graduate  Form) 
RS-OPS  Form  3 (Record  of  Emergency  Data 
Worksheet) 

DD  Form  4 WS  (Enlistment  Contract  Work- 
sheet) 

* RS-OPS  Eorm  4 (Statement  of  Understand- 
ing - Married  Applicant) 

RS-OPS  Form  5 (Permission  for  Access  to 
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Records) 

*RS-OPS  Form  6 (Waiver  Interview  Sheet) 
NAVMC  118  (11)  (Administrative  Remarks) 
NAVCM  136  (Examination  of  Applicant  by 
Recruiting  Officer) 

*DD  Form  214  (Armed  Forces  of  the  United 
States  Report  of  Transfer  or  Dis- 
charge) 

*DD  Form  368  (Request  for  Discharge  from 
Reserve  Component) 

*DD  Form  369  (Police  Record  Check) 

*DD  Form  370  (Request  for  Report  from 
Employer,  School  or  Personal  Refer- 
ence) if  waivers  are  required 
DD  Form  372  (Application  for  Verifica- 
tion of  Birth)  or  Birth  Certificate 
*DD  Form  373  (Consent,  Declaration  of 
Parent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory) 

* NAVMC  538-PD  (Certificate  of  Proof  of 
Citizenship  of  Foreight-born 
Applicant  for  Enlistment) 

♦NAVCRUIT  1130/13  (Enlistment  Financial 
Statement)  if  married 
*DD  Form  1172  (Application  for  Uniformed 
Services  Identification  and  Privi- 
lege Card) 

DD  Form  1584  (National  Agency  Check 
Request) 

*DD  Form  19)6  (Statement  of  Name  for  Use 
in  Official  Military  Records) 

NAVMC  5002  (Rev.  3-22)  (Age  Certificate) 
NAVMC  10479  (Statement  of  Understanding) 
NAVMC  10526  (Record  of  Emergency  Data) 
Armed  Services  Vocational  Aptitude  Bat- 
tery Worksheet 
*Draft  Card  (copy) 

♦Educational  Certificates,  Diplomas,  Trans 
cripts 

♦Extended  Active  Duty  Request  Form 
Social  Security  Card  (copy) 

Statement  of  Understanding  (option)  Pro- 
gram Form 
♦Waivers 

DD  Form  4 WS  (Enlistment  Contract  Work- 
sheet) 

ATC  Form  9 (Preliminary  Physical  Review) 
USAREC  Form  172R  (Applicants/Registrants 
Form) 

*DD  Form  214  (Armed  Forces  of  the  United 
States  Report  of  Transfer  or  Dis- 
charge) 

♦DD  Form  368  (Request  for  Discharge  from 
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(USAF  Enlistment  Certifi- 


neserve  Component) 

*DD  FoJm  In n ^°lice  Record  Check) 

D°  370  (Re^uest  Report  form 

Employer,  School  or  Personal  Refer- 
ence)  if  waivers  are  required 
DD  Form  372  (Application  of  Verifica- 

*UD  Form  ?fw?th)  °r  Birth  Certificate 
Patent  „ <Consent,  Declaration  of 
arent  or  Legal  Guardian) 

S^)398  (Statement  of  Personal  His- 

*AF  Form  941  (Statement  of  Understand- 
★ ~ Delayed  Entry  Program) 

1403  <Non  Prior  Service  Enlist- 
ATC^S™  1 AUth0rization) 

Ce?Sficate)  nllSL"'ent  Prooessin9 

ATCco?d”  “24  (Applicant  Testing  Re- 

DD  quest^84  ,National  Check  Re- 

*DD  Form  1916  (Statement  of  Name  for  Use 
a_  t Official  Military  Records) 

cate)  (USAF  DrUg  Abuse  Ce^ifi- 
AF  Form  3005 
cate) 

‘AF  No™Prior  £™!t’E"t  ^reement 
ingm-2DependencyTent  °f  Understa^- 

* Adoption  Documents  (copy) 

Divorce  Decree  (copy) 

*2raft  Card  (sighted  only) 

^Marriage  Certificate  (copy) 

4aiteLSeCUrity  Card  (sic>hted  only) 

WOrF«me246fe0°rd  °f  Emer9ency  °ata  (AF 

°D  sheet 4 “ (EnlistI"ent  Contract  Work- 

172R  ^PPlicants/Registrants 

*DD  nSf*  i!1!  COpy  (Arined  Forces  of  the 
Discharged®3  RSP°rt  °f  Trans£er 
*DD  Form  368  (Request  for  Discharge  from 
Reserve  Component) 

Eorm  1% 9 (Police  Record  Check) 

DD  Form  370  (Request  for  Report  from 

eS°yer'  Sch°o1  or  Personal  Refer- 

DD  Form  372  (Application  for  Verifica- 
tion of  Birth)  or  Birth  Certificate 
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*DD  Form  373  (Consent „ Declaration  of 
Parent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory) 

*NAVPERS  601/3  (Enlistment  Classification 
Record) 

*NAVPERS  601/4  (Navy  Occupation  and 
Training  History) 

*NAVPERS  601/5  (History  of  Assignments) 
*NAVPERS  601-11  (Records  of  Naval  Reserve 
Service) 

NAVPERS  601-13  (Administrative  Remarks) 
NAVPERS  1070/600  (Enlisted  Service 
Record) 

NAVPERS  1070/602  (Dependency  Appli- 
cation/Record of  Emergency  Data) 
*NAVPERS  1070/621  (Agreement  to  Extend 
Enlistment) 

*NAVCRUIT  1100/1  (Evidence  of  Citizen- 
ship) 

NAVPERS  1130/2  (Fraudulent  Enlistment 
Warning) 

NAVCRUIT  1130/10  (Statement  of  Under- 
standing and  Agreement) 

* NAVPERS  1130/11  (Application  for  Musi- 
cal Training) 

* NAVCRUIT  1130/13  (Enlisted  Financial 
Statement)  if  married 
NAVPERS  1130/18  (Affirmation  of  Truth- 
fulness ) 

*CNAVRES-GEN  1571/2  (Initial  Active 
Duty  for  Training  Card) 

DD  Form  1584  (National  Agency  Check 
Request) 

*DD  Form  1916  (Statement  of  Name  for  Use 
in  Official  Military  Records) 
*Adoption  Documents  (copy  sighted) 
*Diplomas,  Transcripts,  Certificates 
( copy ) 

*Divorce  Decree  (copy) 

*Marriage  Certificate  (copy) 

*Request  for  Applicant's  Transcript 
*Separation  Agreement  of  Decree  (copy) 
Social  Security  Card  (copy  sighted) 
*Traffic  Record  Request 
*Waivers 

*If  applicable 

The  number  of  interviews  a recruiter  has  with  an  applicant 
depends  upon  the  individual  case  and  the  service  involved.  If 
a person  wishes  to  enlist  and  has  few,  if  any,  problems  prevent- 
ing the  enlistment  such  as  a need  for  moral  waivers,  medical 
exam,  retests,  or  mental  retests,  some  recruiters  would  not  need 
to  see  the  applicant  more  than  two  or  three  times.  For  example, 
in  such  a straightforward  case,  the  Army  recruiter  need  only  see 
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him  twice;  once  to  initiate  the  Case  File  and  schedule  him  for 
mental  testing,  and  again  to  complete  the  Case  File  and  schedule 
him  for  medical  testing.  It  is  at  the  AFEES  site  where  the 
Army  applicant  receives  most  of  his  career  counseling  and  career 
scheduling  by  the  Army  liaison. 

The  Marine  Corps  recruiter  may  find  it  necessary  to  meet 
more  often  with  an  applicant  because  the  Marine  recruiters  are 
responsible  for  accomplishing  the  career  counseling  task.  The 
Marine  Corps  applicant  must  be  ready  to  enlist  if  physically 
qualified. 

Similarly,  Air  Force  applicants  must  be  ready  to  enlist 
on  the  day  they  take  their  physical;  all  Air  Force  applicants 
go  into  the  Delayed  Entry  Program  (DEP).  Therefore,  a recruit- 
er might  have  to  spend  more  time  counseling  their  applicants  so 
that  they  are  ready  to  enlist  when  they  enter  the  station  for 
processing. 

The  Navy  recruiter  and  his  applicants  must  meet  after  the 
medical  tests  to  determine  career  desires  and  to  classify 
the  applicant  based  on  his  physical  profile  „nd  test  scores. 

The  recruiter  calls  the  Rating  Control  System  for  a school 
position  and  the  Recruiting  District  Headquarters  for  a shipping 
date.  The  recruiter  annotates  all  information  on  the  Adminis- 
trative Remarks  pg  13.  It  is  at  this  point  that  the  Navy  re- 
cruiter sends  the  Case  File  to  the  AFEES  Navy  liaison.  This 
method  of  processing  requires  at  least  four  (4)  applicant/ 
recruiter  contacts. 

2.3.2  Personnel  Assigned.  The  recruiter  and  the  applicant  are 
primarily  the  only  two  involved  in  this  aspect  of  reception 
and  orientation.  For  the  Navy,  members  of  the  Rating  Control 
System  and  Recruiting  District  Headquarters  should  be  added  as 
secondary  personnel  involved.  For  all  services,  an  interface  is 
made  with  the  AFEES  service  liaison  to  schedule  the  applicant 
for  a physical  examination  and  to  whom  the  Case  File  is 
delivered. 

2.3.3  Equipment  and  Supplies 

2 . 3 . 3 . 1 Equipment.  None . 

2. 3.3. 2 Supplies . The  Case  File  with  all  enlistment  forms 
comprise  the  supplies  involved.  (See  paragraph  2.2.1,  Task 
Description. ) 

2.3.4  Performance  Times.  Each  subsequent  interview  takes 
approximately  one-half  to  one  hour.  The  Case  File  must  be  sent 
to  the  liaison  seventy-two  (72)  hours  before  the  processing 
date . 

2.3.5  Interface  Definitions 

2. 3.5.1  Inputs . Inputs  consist  primarily  of  an  exchange  of 
recruitment/ enlistment  information  (career  desires  , mental  test 
scores,  etc.)  between  the  recruiter  and  the  applicant  required 
to  fill  out  standard  military  forms  to  complete  the  Case  File. 

2. 3.5.2  Outputs.  Basically  the  output  of  this  task  is  (1)  a 
Case  File  for  each  applicant  which  is  sent  to  the  AFEES 
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service  liaison,  (2)  a date  to  schedule  the  applicant  for  a 
physical  exam,  and  (3)  an  applicant  knowledgeable  about  his 
military  career  opportunities  and  ready  to  enlist. 

2.3.6  Bottlenecks . None. 

2.3.7  Service  Peculiar  Items.  The  subsequent  interviews  be- 
tween the  recruiter  and  the  applicant  will  vary  depending 
upon  the  service  and  the  applicant  involved.  Also,  each 
service  has  many  different  enlistment  forms  which  make  up  the 
applicant's  Case  File  (see  paragraph  2.2.1  Task  Description) . 

2.3.8  Remarks . After  these  recruiter/applicant  interviews 
have  occurred,  the  applicant  who  is  mentally  acceptable  is 
ready  to  begin  his  in-house  AFEES  effort.  This  point  marks  the 
end  of  his  pre-enlistment  period;  the  applicant  should  now  be 
ready  to  enlist  if  he  is  found  medically  acceptable.  This 
medical  determination  is  the  applicant's  next  step  in  the 
enlistment  process. 

2. 4 Liaison  Responsibilities 

2.4.1  Task  Description.  The  liaison  is  the  service  represent- 
ative who  functions  as  the  bridge  between  the  recruiter  and  the 
AFEES,  the  applicant  and  the  AFEES,  and  the  AFEES  service  recruit- 
ing District  Headquarters.  The  Baltimore  AFEES  houses  offices 
for  liaisons  for  each  service.  In  the  area  of  Reception  and 
Orientation,  the  liaison  generally  performs  three  basic  func- 
tions. He 

a.  acts  as  an  interface  between  the  recruiter  and  the 
Baltimore  AFEES  R&O  Desk,  Medical  Testing  Section  and  Mental 
Testing  Section. 

b.  acts  as  an  interface  between  the  applicant  and  the 
Baltimore  AFEES. 

c.  performs  administrative  processing  (quality  control, 
verification)  on  the  applicant's  folders. 

Because  each  service  liaison  functions  differently,  this 
task  description  shall  deal  with  their  responsiblities  by 
service  in  turn. 

2.4. 1.1  Array.  There  are  separate  liaisons  for  the  Baltimore 
and  Washington  areas;  however,  both  basically  perform  the  same 
duties. 

a.  When  the  recruiter  calls  to  make  an  appointment  for 
mental  or  medical  testing  or  enlistment  processing,  the  Army 
liaison  schedules  the  applicant  for  a MET  test,  physical  exam- 
ination, retest,  reevaluation  or  inspection/shipping  by  plac- 
ing his  name  along  with  any  others  on  a USAREC  Form  217  for 
the  desired  date.  He  must  send  the  USAREC  Form  217  to  the  R&O 
Desk  by  1500  hours  the  day  before  processing.  The  recruiter 
sends  (or  takes)  the  applicant's  Case  File  seventy- two  (72) 
hours  before  processing. 

b.  On  the  day  of  processing,  the  recruiter  takes  the 
applican  to  the  liaison.  The  liaison  sends  the  applicant  to 
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2.4. 3.1 

2. 4. 3. 2 
a. 


b. 

c. 


Equipment.  None. 

Supplies . Supplies  include: 

Medical  Folde rs 

(1)  USAREC  Form  172R  {Applicants/Registrants  Form) 

(2)  Profile  Sheet 

(3)  SF  88  (Report  of  Medical  Examination) 

(4)  SF  93  (Report  of  Medical  History) 

(5)  Audio  Card 

(6)  X-Ray  Folder 

Case  File 

USAREC  Form  217  (Marines  and  Army  only) 


2.4.4  Performance  Times.  The  applicants  are  told  to  report 
to  their  liaison  at  0730  on  the  morning  of  processing. 

All  services  send/take  the  applicants  to  the  medical  area  for 
a medical  briefing  and  attempt  to  start  medical  processing  by 
0830.  It  takes  between  one-half  to  one  hour  to  perform  this 
task . 


2.4.5  Interface  Definition 

2. 4.5.1  Inputs . The  inputs  consist  mainly  of  the  recruiter 
information  concerning  applicant  scheduling.  Also,  the 
liaison  must  have  medical  folders.  Case  Files,  and  a sched- 
uled applicant  to  perform  his  R&O  duties . 

2. 4. 5. 2 Outputs.  The  outputs  consist  of: 

a.  a scheduled  applicant  ready  for  entry  processing. 

b.  a USAREC  Form  217  to  the  R&O  Desk. 


c.  a complete  Medical  Folder. 

d.  a verified  and  complete  Case  File. 


2.4.6  Bottlenecks.  No-shows  (applicants  scheduled  for 
processing  who  do  not  arrive  at  the  AFEES)  cause  minor 
bottlenecks  in  the  system.  The  personnel  at  the  R&O  Desk 
report  how  many  Army  no-shows  they  have  each  day  to  the  Process- 
ing Section.  The  Air  Force  liaison  calls  their  Detachment  with 
their  nunber  of  no-shows;  Detachment  develops  a report  which 
is  sent  back  to  the  liaison.  The  Navy  and  Marine  Corps 
liaison  hold  onto  the  applicant's  Case  File  until  the 
recruiter  reschedules  him;  if  the  applicant  isn't  rescheduled 
soon,  the  liaison  gives  the  file  back  to  the  recruiter.  A 
significant  amount  of  time  is  spent,  therefore,  keeping 
track  of  a no-show.  Another  problem  exists  when  the  applicant's 
folder  did  not  enter  the  system  in  time  or  cannot  be  found; 
this  occurs  at  least  once  a week  at  the  R&O  Desk.  If  the 
applicant  is  enlisting  that  day,  a major  effort  is  attempted 
to  reaccomplish  the  necessary  forms  which  obviously  requires 
a great  deal  of  time. 


2.4.7  Service  Peculiar  Items.  (See  paragraph  2.3.1,  Task 
Description. ) 

2.5  Reception  and  Orientation  Desk  Duties 

2.5.1  Task  Description.  The  R&O  Desk  basically  functions  as 
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the  point  of  entry  into  the  AFEES  system  for  applicants 
and/or  applicant  information.  There  are  four  (4)  persons 
working  in  this  area:  (1)  the  supervisor,  (2)  the  assistant, 

(3)  the  recorder,  and  (4)  the  filer  (see  Figure  a 3).  Because 
the  R&O  Desk  personnel  perform  different  reception  and  orienta- 
tion duties  for  each  service,  they  will  be  dealt  with 
separately. 

2. 5. 1.1  Army,  National  Guard,  Army  Reserve  and  Coast  Guard. 

The  R&O  Desk  receives  the  Medical  Folders  including  the  DA 
Form  6170-3  with  the  mental  test  scores  of  all  Army  appli- 
cants who  were  MET  tested.  These  folders  are  sent  from  the 
AFEES  Mental  Testing  Section  and  immediately  sent  to  the 
Processing  Section  where  the  USAREC  Form  172R  is  copied  for 
transmission.  It  is  then  filed  in  Central  Records  to  await  the 
medical  processing  date.  When  the  R&O  Desk  receives  the  USAREC 
Form  217  sent  by  the  Army  liaison  (see  paragraph  2. 3. 1.1),  it 
is  filed  by  date.  These  217’ s,  which  must  arrive  at  the  R&O 
Desk  no  later  than  1500  hours  of  the  preceding  day,  contain 
the  name,  sex,  and  type  of  processing  required  for  all  appli- 
cants for  the  next  day.  Each  afternoon,  R&O  takes  the  USAREC 
Form  217  for  the  following  day  and  pulls  the  Medical  Folders 
of  all  the  applicants  on  the  form  from  Central  Records. 

At  0730  the  next  morning,  the  folders  are  fanned  out 
into  three  piles  on  the  R&O  Desk.  The  applicants  begin  to 
arrive  between  0730  and  0745.  At  approximately  0750,  the  R&O 
Desk  supervisor  requests  that  all  Army  applicants  form  a line 
next  to  the  desk.  Two  at  a time,  the  applicants  give  their 
names  to  either  the  R&O  Desk  supervisor  or  his  assistant. 

The  R&O  recorder  (who  sits  between  the  supervisor  and 
assistant)  finds  the  applicant's  packet.  The  supervisor/ 
assistant  checks  the  folder  for  completeness,  checks  the 
USAREC  Form  172R,  updates  the  date  of  determination  and  type 
of  exam  blocks,  adds  a Profile  Sheet  to  the  folder  which,  with 
the  USAREC  Form  172R,  is  stapled  on  the  front.  Meanwhile,  the 
recorder  puts  a line  through  the  applicant's  name  and  records 
his  recruiter's  name  and  his  mental  test  scores  on  the  USAREC 
Form  217  to  signify  that  the  applicant  has  arrived.  If  this 
is  the  applicant's  initial  visit,  he  is  then  told  to  take  a 
seat  in  the  Queuing  Area  to  await  the  rest  of  the  group  (see 
Figure  A3);  if  the  applicant  is  there  for  a retest,  reevaluation, 
or  inspection,  he  is  told  to  go  directly  up  to  the  Medical 
Section;  also  if  the  applicant  is  female,  she  goes  directly  to 
the  Female  Medical  Section  without  waiting. 

When  the  R&O  Desk  supervisor  has  finished  checking  all  the 
applicants  in,  or  if  the  Queuing  Area  is  full,  he  gives  a 
short  briefing  on  where  they  are  to  go  and  what  conduct  is 
expected  of  them.  He  asks  if  anyone  is  seventeen  (17),  and,  if 
they  are,  he  checks  to  see  that  they  have  their  DD  Form  373 
(Consent,  Declaration  of  Parent  or  Legal  Guardian) . If  an 
applicant  does  not,  he  is  sent  back  to  his  liaison.  The  super- 
visor then  takes  them  up  to  the  Medical  Testing  Section. 

After  all  the  Army  applicants  have  been  processed,  the 
supervisor  calls  for  the  Army  Reserve,  National  Guard  and  Coast 
Guard  ("other")  types  who  form  a line.  Since  they  have  not 
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been  to  a MET  Site,  their  Medical  Folders  would  not  be  there. 
Therefore,  they  are  given  a Medical  Folder  made  up  the  after- 
noon before,  and  the  recorder  places  the  reservist's  name 
on  a Flow  Sheet.  When  all  these  examinee -types  have  completed 
their  entry  processing,  the  supervisor  takes  them  to  the 
Medical  Testing  Section. 

2. 5. 1.2  Marine  Corps.  All  R&O  functions  for  the  Marine  Corps 
are  the  same  as  for  the  Army  up  until  the  afternoon  of  the  day 
before  processing.  These  functions  include  receipt  of  all 
Marine  Corps  MET-tested  Medical  Folders  complete  with  the 
Mental  Test  Scoresheet  from  the  Mental  Testing  Section, 
receipt  of  the  USAREC  Form  217  from  the  Marine  liaison, 
filing  of  the  217' s by  processing  date,  and  pulling  of  the 
Medical  Folders  for  those  listed  on  the  USAREC  Form  217  for  the 
following  morning.  It  is  at  this  point  when  the  Marine  Corps 
and  the  Army  functions  differ.  Instead  of  holding  the  folders 
at  the  R&O  Desk  until  the  next  morning,  or  the  afternoon 
before,  the  Marine  Corps  liaison  picks  them  up  and  takes 

them  to  hold  in  his  office.  The  reason  for  this  difference 
is  because  the  Marine  Corps  applicant  reports  to  the  liaison 
(rather  than  the  R&O  Desk)  , and  he  leads  them  to  the  Medical 
Testing  Section  himself. 

2. 5 . 1. 3 Air  Force  and  Navy.  Because  the  Air  Force  and  Navy 
take  care  of  their  own  mental  testing,  the  R&O  Desk  does 
not  receive  their  applicants'  Medical  Folders  from  the 
Mental  Testing  Section  as  it  does  for  Army  and  Marine 
Corps.  On  the  morning  of  processing  the  Air  Force  and  Navy 
applicants  report  to  their  liaison  who  gives  them  a Medical 
Folder  and  takes  them  to  the  Medical  Testing  Section.  The 
R&O  Desk  does  not  serve  as  their  point  of  entry  into  the 
system. 

2. 5. 1.4  Other  Duties.  After  all  Army,  Army  Reserve,  National 
Guard  and  Coast  Guard  applicants  have  been  processed  through 
R&O  to  the  Medical  Testing  Section,  the  R&O  supervisor 

goes  to  each  liaison  to  obtain  their  number  of  physicals, 
reevaluations,  retests,  shippers  and  DEP-IN  applicants. 

He  uses  this  data  along  with  that  from  the  Army  USAREC’ Form  217' s 
and  the  Reserve  Flow  Sheet  to  complete  the  combined  Daily 
Projected  Workload  Report,  and  sends  it  to  the  Headquarters 
and  Processing  Sections.  This  workload  represents  only  those 
applicants  who  actually  showed  up  for  processing. 

In  addition,  during  the  morning,  the  R&O  Desk  supervisor 
receives  a USAREC  Form  217  from  the  Navy,  a Marine  Corps  Flow 
Sheet  and  an  Air  Force  Flow  Sheet  with  the  names  of  their  appli- 
cants and  process  required  in  the  station  that  day.  They 
file  these  USAREC  Form  217s  and  Flow  Sheets  for  six  (6)  months. 

The  active  Medical  Folders  of  applicants  who  have  been 
physically  examined  but  not  enlisted  are  kept  within  Central 
Records.  When  the  Navy  liaison  requires  an  applicant's 
Medical  Folder,  he  sends  the  Navy  Medical  Records  Request  Form 
to  R&O,  who  pulls  the  Folders  and  gives  them  to  him.  The 
Army,  Marine  Corps,  and  Air  Force  liaison  use  the  USAREC  Form 
217  to  request  their  Medical  Folders. 
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2.5.2  Personnel  Assigned.  There  are  usually  four  (4),  but 
sometimis  five  C51  people , assigned  to  the  R&O  function.  On 
heavy  processing  days,  three  (instead  of  two)  people  accomplish 
the  Army  and  "other"  applicants’  entry  processing. 

In  addition  to  the  three  (3)  or  four  (4)  who  work  at  the 
R&O  Desk,  there  is  one  (1)  person  in  Central  Records  who  (1) 
files  the  Medical  Folders  received  from  the  Mental  Testing 
Section,  (2)  files  the  USAREC  Form  217’ s received  from  the 
liaison,  and  (3)  pulls  the  Medical  Folders  for  all  those  list- 
ed on  the  217.  He  is  responsible  for  keeping  the  Central  Re- 
cords current. 

The  R&O  Desk  interfaces  with  the  liaison,  the  Medical  Test- 
ing Section,  the  Mental  Testing  Section,  the  Processing  Section, 
and,  of  course,  the  Army  (and  "other")  applicants  to  accomplish 
the  reception  and  orientation  function. 

2.5.3  Equipment  and  Supplies 

2. 5. 3.1  Equipment . None. 

2. 5. 3.2  Supplies . The  following  is  a list  of  applicable 
supplies: 

a.  USAREC  Form  217 

b.  Applicant  Flow  Sheet  ("Other",  Air  Force,  and  Marine 
Corps ) 

c.  Daily  Projected  Workload  Sheet 

d.  US  Navy  Medical  Records  Request 

e.  Medical  Folder 

(1)  Profile  Sheet 

(2)  USAREC  Form  172R 

(3)  SF  88  (Report  of  Medical  Examination) 

(4)  SF  93  (Report  of  Medical  History) 

(5)  Audio  Card 

(6)  X-Ray  Envelope 

2.5.4  Performance  Times.  The  following  are  average  performance 
times  to  accomplish  the  R&O  Desk  function: 

a.  One  hundred  (100)  minutes  - for  the  R&O  filer  to 
file  MET  packets. 

b.  One  hundred  (100)  minutes  - for  the  R&O  filer  to  pull 
the  applicants'  Medical  Folder  for  the  next  day. 

c.  Fifty  (50)  seconds  - to  give  and  go  over  one  applicant' 
folder  (supervisor  (or  assistant) /applicant  interface). 

d.  Thirty  (30)  minutes  - to  get  all  service's  workload 
data  and  complete  the  Daily  Workload  Projection  Sheet. 

For  an  average  of  forty  (40)  applicants  (Army  and  "other" 
category),  it  would  take  approximately  thirty  (30)  to  thirty- 
five  (35)  minutes  to  process  them  through  the  R&O  Desk  (40 
applicants  @ 50  sec  each) . The  goal  is  for  them  to  reach 
the  Medical  Testing  Section  by  0830. 


2.5.5  Interface  Definitions 

2* 5.5.1  Inputs . The  R&O  Desk  inputs  consist  of: 

a.  Medical  Folders  from  the  Mental  Testing  Section. 

b.  Medical  Folders  from  the  Processing  Section  after  copy- 
ing of  USAREC  Form  172R  for  transmission. 
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c.  USAREC  Form  217  from  the  Army  liaison  for  medical  test 
scheduling. 

d.  Workload  count  from  the  Air  Force,  Marine  Corps  and 
Navy  liaison. 

e.  Army  (Reserve,  Coast  Guard  and  National  Guard)  appli- 
cants ready  to  process  into  the  system. 

2. 5. 5. 2 Outputs . The  R&O  Desk  outputs  consist  of: 

a.  Medical  Folders  to  the  Processing  Section  to  copy  the 
USAREC  Form  172R  for  transmission. 

b.  Medical  Folders  to  the  Marine  and  Navy  liaison. 

c.  Complete  Medical  Folders,  USAREC  Form  172R's  and 
Profile  Sneets  to  applicants  on  the  morning  of  processing. 

d.  Army  (Reserve,  Coast  Guard  and  National  Guard)  appli- 
cants ready  to  begin  medical  processing. 

e.  An  Army  and  Navy  USAREC  Form  217. 

f.  A Marine  Corps,  Air  Force,  and  "Other"  (Reserve, 
National  Guard  and  Coast  Guard)  Applicant  Flow  Sheets. 

g.  A Daily  Projected  Workload  Report  to  the  Headquarters 
and  Processing  Sections. 


2.5.6  Bottlenecks . No-shows,  as  described  in  2.4.6,  cause 
bottlenecks  in  this  area.  Another  problem  occurs  when  an 
applicant's  Folder  is  missing  caused  either  by  misplacement  or 
by  the  delay  in  receiving  it  from  the  MET  Site  (see  paragraph 
2.2. 6.1).  Ifthe  applicant  is  scheduled  to  enlist  (if  qualified) 
that  day,  another  Medical  Folder  must  be  made  up  for  him.  The 
last  bottleneck  identified  in  this  area  is  caused  by  an  appli- 
cant who  shows  up,  but  has  not  been  scheduled.  The  R&O  Desk 
supervisor  will  not  accept  these  "add-ons"  unless  the  applicant 
is  cleared  for  processing  by  the  AFEES  Commander. 

2.5.7  Service  Peculiar  Items.  See  paragraph  2.4.1,  Task 
Description  and  all  subparagraphs. 
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3.0  GENERAL  COMMENTS 

3.1  AFEES/Liaison  Relationship.  The  Baltimore  AFEES  is  trying 
to  provide  the  most  efficient  and  accurate  testing  and  enlist- 
ment service;  the  liaisons  are  trying  to  enlist  as  many 
qualified  applicants  as  possible.  The  AFEES/liaison  relation- 
ships is  one  of  provider/user.  Within  these  roles,  the  two  sec- 
tions sometimes  have  different  opinions  concerning  applicant 
processing,  especially  in  the  area  of  applicant  scheduling. 

For  example,  in  order  to  provide  an  efficient  system,  the 
Commander  of  the  AFEES  has  defined  a scheduling  system:  (1) 

he  limits  the  liaison's  physical/contract  scheduling  in  the 
following  manner:  Army  (Baltimore)  - 20/20;  Army  (Washing- 

ton) - 15/15;  Navy  - 15/15;  Air  Force  - 15/15;  and 
Marine  - 15/15;  (2)  he  requires  that  each  service's  pro- 
jected schedule  be  delivered  by  no  later  than  1500  of  the  pre- 
ceding day.  In  this  way,  an  even  applicant  flow  and  therefore, 
a more  efficient  system  can  exist. 

The  liaisons  feel  this  scheduling  technique  to  be  a hind- 
rance to  their  recruiting  methods.  They  consider  it  necessary 
to  process  an  individual  as  soon  as  he  shows  a willingness; 
otherwise,  they  might  lose  him.  If  the  liaison  has  used  up  all 
his  spaces  for  the  next  day,  he'll  have  to  wait  until  the 
following  day  to  schedule  the  applicant,  thereby  running  a 
risk  of  losing  him. 

3.2  Service  Peculiar  Items.  Because  of  the  diversified  re- 
ception  and  orientation  procedures  and  enlistment  forms  used 
by  each  branch  of  service,  this  report  had  to  be  written 
treating  each  service's  task  descriptions  separately.  If 
the  AFEES  processing  and  forms  were  standardized,  however, 
all  those  involved  with  the  AFEES  would  benefit  from  a more 
efficiently  run  enlistment  process. 

3 . 3 Modifications  to  the  Reception  and  Orientation  Function 
Due  to  the  POD  instruction  1304.2  and  Related  Changes. 

3.3.1  DP  Form  1966  (Application  for  Enlistment  - Armed  Forces 
of  ’the  United  States) . Instead  of  taking  a USAREC  Form  172R 
to  a MET  Site  for  mental  testing,  the  applicant  takes  a copy 
of  page  1 WS  of  the  new  DD  Form  196  6.  Page  1 WS  of  the  DD 
Form  1966  provides  scheduling  information,  personal  data  and 
examination  and  enlistment  data  processing  codes ; it 
completely  eliminates  the  need  for  the  USAREC  Form  172R.  The 
copy  of  page  1 WS  comes  into  the  AFEES  from  the  MET  Site 
(Army  and  Marines)  with  their  Medical  Folders. 

On  the  day  of  processing,  the  applicant  has  an  original 
page  1 section  of  the  DD  Form  1966  to  process  through  to 
(and  within)  the  Medical  Section. 

The  DD  Form  1966  replaces  the  following  Medical  Folder 
and  Case  File  forms: 

a.  Army  - USAREC  Form  172R  (Applicants /Registrants 

Form) 


r urnt  jjo 


vagency  cneck  Certifi- 


cate) 

DD  Form  373  (Consent,  Declaration  of  Par- 
ent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory ) 

DA  Parts  3i-v)  (Statement  of  Enlistment, 

DA  Pa™  VII^  (Statement  for  Enlistment, 

°A  Form  3286-40  (Statement  for  Enlistment 
Delayed  Entry  Program) 

„ . Profile  Sheet 

Marine  Corps  - 

nc™S  F°rm  6 (Waiver  Interview  Sheet) 

S F^rmf0™  17 2R  (Applicants /Registrants 

NA™C  136  (Examination  of  Application  by 
Recruiting  Officer)  y 

DD  (C?n®ent'  Declaration  of  Par- 

ent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory) 

navCRUIT  1130/13  (Enlistee  Financial 
Statement) 

Profile  Sheet 


Air  Force  - 


Navy  - 


USA^rnO°rin  172R  (Applicants/Registrants 

DD  Form  373  (Consent,  Declaration  of  Par- 
ent  or  Legal  Guardian) 

DD  Form  398  (Statement  of  Personal  His- 
tory ) 

AF  Form  3005  (USAF  Enlistment  Certifi- 
es te ) 

Profile  Sheet 

USAF^rm)'0rin  17 2 R (Applicants /Registrants 

DD  Form  372  (Application  for  Verifica- 

DD  FoSJ  °r  Birth  Certificate* 

DD  Form  373  (Consent,  Declaration  of  Par- 
ent or  Legal  Guardian) 

to™/98  (Statement  of  Personal  His- 

NAVCRUIT  1100/1  (Evidence  of  Citizen- 
snip) 

NAVWarninJ?°/2  (Fraudulent  Enlistment 

NAVPERS  1130/10  (Statement  of  Under- 
standing and  Agreement) 

NAVPERS  1130/18  (Affirmation  of  Truth- 
fulness) 

DD  l?1?  (Statement  of  Name  for  Use 

in  Official  Military  Records) 


Profile  Sheet 


* A sighting  of  the  birth  certificate  or  completed  DD  372  by 
the  recruiter  is  necessary. 

3.3.2  DD  Form  4 (Enlistment/Reenlistment  Agreement  - Armed 
Forces  of  the  United  StatesFI  A new  contract  was  developed, 
replacing  the  old  DD  Form  4 (Enlistment  Contract  - Armed 
Forces  of  the  United  States)  and  its  associated  worksheets 
(DD  Form  4 WS  or  DD  Form  252)  for  each  service. 

3.3.3  DD  Form  93  (Record  of  Emergency  Data).  A standard 
Record  of  Emergency  Data,  the  DD  Form  93,  and  the  associated 
worksheet  (USAREC  Form  were  developed  to  replace  the 
following  forms : 

a.  Army  - DA  Form  41  (Record  of  Emergency  Data) 

DA  Form  34  2 (Record  of  Emergency  Data  Work' 
Sheet) 

b.  Marine  Corps  - 

NAVMC  10526  (Record  of  Emergency  Data) 
RS-OPS  Form  3 (Record  of  Emergency  Data 
Worksheet) 

c.  Air  Force  - 

AF  Form  246  (Record  of  Emergency  Data) 
Worksheet,  Record  of  Emergency  Data 

d.  Navy  - NAVPERS  1070/602  (Dependency  Appli- 

cation/Record of  Emergency  Data) 
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1.0  RECEPTION  AND  ORIENTATION 


a 

(See 


1.1  General  Description.  The  Baltimore  AFEES  Automated  system 
has  not  altered  the  general  description  or  goals  of  the  manual 
system  in  terms  of  the  Reception  and  Orientation  (R&O)  function. 
The  Mental  Testing  task,  however,  has  been  deleted  from  the  R&O 
function;  instead  the  task  will  be  dealt  with  separately  as 
function  due  to  changes  in  the  Baltimore  AFEES  procedures. 

Mental  Testing  Appendix  C.) 

The  personnel  involved  in  the  R&O  function  are  the 
applicants,  recruiters,  service  liaison,  and  the  R&O  Desk 
personnel;  an  interface  exists  with  the  Mental  Testing  (MT) 
Section,  the  Medical  Testing  Section,  and  the  Data  Communications 
Section. 

Many  of  the  tasks  accomplished  by  the  automated  R&O  function 
are  identical  to  those  described  in  the  report  on  the  Manual 
R&O  function.  When  the  tasks  correspond  to  each  other,  this 
report  will  refer  to  the  appropriate  paragraph  in  the  manual 
description.  Changes,  however,  have  been  made  in  operating 
procedures ; some  are  due  to  the  automated  system,  and  others 
are  due  to  changes  in  the  manual  system.  Both  types  of  changes 
will  be  described  below  in  detail. 

Tasks  accomplished  by  the  Reception  and  Orientation 
Function  are  as  follows : 

Recruiter/Applicant  Initial  Interview. 
Recruiter/Applicant  Subsequent  Interview. 

Liaison  Responsibilities. 

R&O  Desk  Duties. 


a. 

b. 

c . 

d. 


1.2  Interface  Definition.  (See  Figure  B 1).  The  definitions  for 
the  Recruiter/Applicant  Interface,  Recruiter/Liaison  Interface 
and  Applicant/Liaison  Interface  for  the  automated  system  are 
exactly  the  same  as  described  in  the  manual  system.  (See 
appropriate  subparagraphs  to  1.2  in  Appendix  A.)  In  addition  to 
these  definitions,  the  following  changed  and/or  added  interfaces 


occur: 


1.2.1  R&O  Desk/Mental  Testing  Section  Interface  - this  interface 
is  defined  by  the  passage  of  packets  of  all  applicants  who  have 
been  mentally  tested. 

1.2.2  Liaison/R&O  Desk  Interface  - the  liaison  provides  the  R&O 
Desk  with  all  applicant  processing  scheduling  information,  and 
the  R&O  Desk  provides  the  liaison  with  Medical  Folder  storage, 
and  a point  of  entry  into  the  system  for  all  services'  physical 
and  re-evaluation  type  applicants. 

1.2.3  Liaison/Medical  Testing  Section  Interface  - all  service 
liaison  escort  their  inspection  type  applicants  to  the  Medical 
Testing  Section  for  their  inspections. 

1.2.4  Applicant /R&O  Desk  Interface  - all  applicants  who  need  a 
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physical  or  re-evaluation  report  to  the  R&O  Desk  for  entry 
processing. 

1.2.5  R&O  Desk/Data  Communications  Section  Interface  - the  R&O 
Desk  personnel  send  coded  DD  Form  1966' s for  each  applicant  who 
was  medically  tested  for  transmission  to  HQ  USAREC. 

1.2.6  R&O  Desk/Medical  Testing  Section  Interface  - the  R&O  Desk 
personnel  provide  the  Medical  Testing  Section  with  physical  and 
inspection  scheduling  information,  and  control  of  the  physical 
and  re-evaluation  type  applicants  is  passed  between  the  two 
sections.  Also,  the  Medical  Testing  Section  sends  the  Medical 
Folders  of  all  medically  processed  applicants  to  the  R&O  Desk. 

1.3  Reception  and  Orientation  Functional  Flowchart.  The 
functional  flowchart  as  shown  in  Figure  g 2 depicts'  the  general 
flow  involved  in  the  reception  and  orientation  of  an  applic’ant 
into  the  Automated  AFEES  system.  Entry  processing  for  all 
services’  applicants  is  basically  the  same  under  the  automated 
system. 


2.0  RECEPTION  AND  ORIENTATION  TASKS 

2 . 1 Recruiter/Applicant  Initial  Interview 

2.1.1  Task  Description.  This  task  has  not  been  affected  by  the 
automated  system  in  any  way.  The  only  change  relating  to  the 
initial  interview  since  the  write-up  of  the  manual  system  has  to 
do  with  mental  test  scheduling.  Due  to  the  incorporation  of  a 
standard  mental  test  (ASVAB  6 and  7)  for  all  services,  all 
liaisons  send  to  the  Mental  Testing  Section  their  USA  1st 
Recruiting  District  Form  126s  (Applicant  Projection  Lists)  for 
each  Mobile  Examination  Team  (MET)  site  with  the  names  (social 
security  numbers,  education  codes,  etc.)  of  their  applicants  who 
need  a mental  test.  This  differs  from  the  former  procedures  in 
that  before  only  Army  and  Marine  Corps  applicants  were  tested  at 
the  MET  sites  while  the  Navy  and  Air  Force  had  their  own  tests 
and  testers. 

2. 2 Recruiter/Applicant  Subsequent  Interview 

2.2.1  Task  Description.  The  automated  system  caused  no  changes 
to  be  made  in  the  performance  of  this  task.  In  addition,  the 
description  of  the  recruiter/applicant  subsequent  interview  has 
not  changed  in  any  procedural  way  since  the  manual  write-up. 

2.3  Liaison  Responsibilities 


2.3.1  Task  Description.  The  manual  description  had  to  be 
developed  with  different  descriptions  of  liaison  responsibilities 
for  each  service.  Each  branch  had  its  own  method  of 
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administrative  processing  and  recruiter/applicant/AFEES 
interfacing.  Since  the  manual  description,  standardized  military 
forms,  an  all  service  mental  test  and  the  automated  system  have 
been  introduced  to  the  Baltimore  AFEES.  All  three  of  these 
developments  have  impacted  upon  the  liaison's  responsiblities , 
and,  more  importantly,  have  standardized  these  procedures  as  thev 
relate  to  the  interface  between  the  liaison  and  the  AFEES. 

For  a basic  task  description,  see  paragraph  2.4.1  of  the 
Appendix  A, ■ it  hasn't  changed.  The  following  paragraphs  serve 
to  describe  how  all  services'  liaison  now  accomplish  their  tasks. 

2. 3.1.1  Mental  Test  Scheduling.  The  liaison  sends  USA  1st 
Recruiting  District  Form  126s  for  each  MET  site  with  the  name, 
social  security  number,  educational  code,  recruiter's  name, 
required  processing,  date  of  last  test  and  AFQT  (number  test 
score)  of  each  applicant  in  the  area  who  requires  a mental  test 
to  the  Mental  Testing  Section.  The  liaison  are  given  these  names 
either  by  the  recruiters  or  by  their  District  Recruiting  Command. 
This  list  is  given  to  the  MT  Section  on  the  afternoon  before 
processing. 

2. 3.1.2  Mental  Test  Scores.  The  liaison  is  also  responsible  for 
telling  their  recruiters  whether  an  individual  has  passed  or 
failed  the  test.  This  information  is  passed  between  the  MT 
Section  and  the  liaison  in  the  form  of  a computer  printout  with 
the  scores  of  each  applicant.  The  liaison  annotates  each 
applicant's  DD  Form  1966  with  these  scores  so  that  further 
processing  may  be  accomplished. 

2. 3.1.3  Applicant  Processing  Scheduling.  Only  applicants  who 
have  passed  the  mental  test  are  eligible  for  medical  processing. 
The  liaison  may  schedule  an  applicant  for  a full  medical, 
re-evaluation  or  an  inspection.  Also,  since  the  manual  system 
description,  an  additional  category  has  been  introduced  called 
Test  & Physicals  (T&P's).  T&P's  take  a mental  test  first  and 
begin  their  physical  examination.  Meanwhile,  their  tests  are 
scored,  and,  if  they  failed,  they  are  pulled  from  the  medical 
line;  otherwise,  they  continue  with  their  processing. 

In  order  to  schedule  applicants  for  their  medical 
evaluations,  the  liaison  makes  out  a USAREC  Form  217  with  the 
name,  social  security  number,  sex,  type  of  processing, 
pre-processing  date,  and  recruiter's  name  of  each  applicant 
requiring  a physical,  re-evaluation  or  inspection.  This  217  must 
reach  the  R&O  Desk  by  1500  on  the  afternoon  before  processing. 

On  the  afternoon  before,  the  liaison  picks  up  the  Medical  Folders 
of  those  applicants  who  need  an  inspection  the  next  day. 

2. 3. 1.4  Applicant  Processing.  In  terms  of  the  R&O  function,  the 
liaison  has  no  other  responsiblities  concerning  the  applicants 
who  only  need  physicals  or  re-evaluations.  These  individuals  are 
taken  to  the  R&O  Desk  by  their  recruiters  for  applicant  check-in. 
(See  paragraph  2. 4. 1.4.)  However,  if  an  applicant  requires  an 
inspection,  he  reports  to  the  liaison  in  lieu  of  the  R&O  Desk  at 
approximately  0730  hours.  The  liaison  briefs  him  on  the  day's 
procedures  and  escorts  him  to  the  Medical  Testing  Section  by  0800 
hours.  While  the  applicants  are  in  Medical  Testing,  the  liaison 


reviews  the  Case  File  of  all  applicants  who  plan  to  enlist  that 
day.  He  also  sends  a USAREC  Form  217  to  R&O  with  the  names  of 
his  inspects  who  actually  showed  up.  R&O  checks  these  people 
into  the  system.  (See  paragraph  2. 4.1.5.) 

2.3.2  Personnel  Assigned.  The  personnel  assigned  to  this  task 
have  not  changed  from  those  included  in  the  manual  system.  The 
liaison  and  applicant  are  primarily  involved,  as  well  as  an 
interface  with  the  Mental  and  Medical  Testing  Sections  and  the 
R&O  Desk. 

2.3.3  Equipment  and  Supplies 

2 . 3 . 3 . 1  Equipment.  None . 

2. 3. 3.2.  Supplies . Supplies  include: 

a.  USA  1st  Recruiting  District  Form  126  (Applicant  Projection 
List  - Mental  Testing) . 

b.  Mental  Test  Scores  Computer  Print-out. 

c.  Applicant's  Case  File. 

d.  USAREC  Form  217  (Applicant  Projection  List  - Medical 
Testing) . 

2.3.4  Performance  Times.  The  applicants  who  plan  to  enlist 
report  to  the  liaison  by  0730  hours.  They  are  briefed  on  the 
day  s schedule  between  0730  and  0800  (the  actual  briefing  takes 
between  five  (5)  and  ten  (10)  minutes).  The  applicants  who 
require  an  inspection  are  brought  to  the  Medical  Testing  Section 
at  0800.  A total  of  one-half  hour  is  needed  to  perform  this 
task. 


2.3.5  Interface  Definitions 

2. 3.5.1  Inputs . The  inputs  consist  of  the  recruiters' 
information  concerned  with  applicant  scheduling.  This 
information  includes  the  applicant's  name,  social  security 
number,  date  of  birth,  sex,  required  processing,  etc.  To  perform 
his  R&O  duties,  the  liaison  must  have  this  applicant  information 
and  his  Case  File. 

2. 3. 5. 2 Outputs.  The  outputs  include: 

a.  Applicants  scheduled  for  mental  and  medical  processing. 

b.  Applicants  ready  to  enlist. 

c.  USAREC  Form  217s  to  the  R&O  Desk. 

d.  USA  1st  Recruiting  District  Form  126  to  the  Mental 
Testing  Section. 

e.  A verified  and  complete  Case  File. 

2*3.6  Bottlenecks.  Within  the  manual  description,  a problem  was 
identified  when  an  applicant's  Folder  could  not  be  found  in 
Central  Records.  (See  paragraph  1.4.6  in  Appendix  A.)  This 
problem  has  been  all  but  eliminated  by  the  automated  system,  and, 
because  it  is  more  closely  related  to  this  R&O  Desk  Duties,  the 
procedural  solution  is  described  in  paragraph  2.4.6. 


2.3.7  Service  Peculiar  Items.  The  liaison's  responsiblities  are 


basically  the  same  for  all  services. 

2.4  Reception  and  Orientation  Desk  Duties 

2.4.1  Task  Description.  The  best  way  to  describe  the  R&O  Desk 
personnel  responsibilities  is  to  follow  an  applicant's  Packet 
through  the  system. 

2.4. 1.1  MET  Packets.  After  the  Mental  Testing  Section  finishes 
making  up  applicant  Packets  with  labels  c'nd  MET  scores  sheets, 
they  arc  sent  to  R&O  usually  by  the  morning  after  the  applicant 
took  his  mental  test.  R&O  files  these  Packets  (approximately  120 
in  number)  alphabetically  by  name  during  the  day. 

2. 4. 1.2  Scheduling.  When  R&O  receives  the  USAREC  Form  217' s 
from  the  liaison  (by  1500  hours),  one  man  schedules  (via  the  R&O 
Desk's  CRT)  all  Test  and  Physical  (T&P)  and  inspection  type 
applicants  for  processing  the  following  day.  Meanwhile,  two 
other  R&O  Desk  workers  pull  Medical  Folders  and  Mental  Test 
Packets  for  all  applicants  listed  of  the  217's.  The  liaison 
picks  up  the  Folders  of  their  applicants  who  plan  to  enlist  the 
next  day.  All  other  Folders  and  Packets  are  alphabetized  to 
prepare  for  the  following  morning.  At  this  time  a Workload 
Report  (See  paragraph  2. 4. 1.6)  can  be  produced  depicting  the 
applicant  processing  projected  for  the  next  day. 

2. 4. 1.3  Test  and  Physical  (T&P)  Check-In.  At  0700  the  next 
morning,  the  T&Ps  arrive  at  the  station.  They  are  checked  into 
the  system  (see  paragraph  2.4.1. 4 for  Check-In  procedures) 
between  0700  and  0730.  They  are  all  escorted  up  to  the  Mental 
Testing  Section  by  0730. 

2. 4. 1.4  Physical/Re-evaluation  Check-In.  Entry  processing  for 
all  other  applicants  (all  services'  full  physical  and 
re-evaluation  type  applicants)  begins  at  0745.  All  applicants 
must  possess  a filled-in  DD  Form  1966  (Application  for  Enlistment 
Armed  Forces  of  the  United  States).  They  form  one  line  at  one 
end  of  the  R&O  Desk  where  the  R&O  "checker"  checks  the 
applicant's  name  off  the  USAREC  Form  217  for  his  service,  and 
writes  in  his  recruiter's  name.  Continuing  down  the  desk,  the 
applicant  is  given  his  Medical  Folder  along  with  a folder 
color-coded  by  process.  Next  the  R&O  "badge  puncher"  punches  a 
badge  with  the  applicant's  social  security  number.  This  is 
given  to  the  CRT/RT02  operator  who  checks  the  applicant  in. 

The  applicant  is  asked  to  verify  his  social  security  number. 
Labels  are  automatically  produced  on  the  ROP3  printer;  one  of  the 
labels  is  applied  to  the  applicant's  badge,  another  to  his  meal 
ticket.  If  the  applicant  is  at  the  station  for  a re-evaluation 
or  consult  the  applicant  flow  supervisor  sends  him  directly  to 
the  Medical  Testing  Section;  if  he  is  there  for  a full  physical, 
he  is  told  to  have  a seat  where  he  waits  for  others  like  him. 

When  thirty  (30)  to  forty  (40)  are  checked  in,  they  are  escorted 
to  a briefing  room  for  their  medical  briefing.  Generally,  two 
medical  briefings  are  given:  one  at  about  0815,  the  other  at 
approximately  0915. 

2.4. 1.5  Inspection  Check-In.  By  0930  the  liaison's  USAREC  Form 


136 


^ sr  *p  Mm 


217,  with  the  inspects  names,  social  security  numbers,  etc. 
has  arrived  at  R&O.  Someone  then  enters  this  data  into  the 
computer  system  via  the  check-in  option. 

2 . 4 . 1 . 6 Workload,  Processing  and  Applicant  Status  Reporting. 
After  all  applicants  have  been  scheduled/checked  into  the  system. 
Daily  Workload  Reports  are  produced  on  the  R0P3  printer.  This 
Report  shows  projected/actual  applicant  medical  and  enlistment 
processing  workload.  One  goes  to  the  R&O  files,  one  to  AFEES 
Headquarters,  and  a third  to  the  Processing  Section.  In  addition 
to  the  Workload  Report,  the  system  is  capable  of  producing 
various  Processing  Report?  depicting  past,  present  or  future 
processing  information  including  the  name,  social  security 
number,  branch  of  service,  work  ID,  sex,  arrival  and  transmission 
status,  pass/failure  code  and  recruiter  ID  of  the  applicants 
scheduled  or  checked-in  under  the  selected  date(s). 

Another  feature  of  the  system  involves  the  ability  to  query 
the  current  processing  sratus  of  an  applicant.  If  the  Applicant 
Status  option  is  chosen  a list  of  his  past  and  present  processing 
is  produced  on  the  CRT.  The  data  output  includes  the  applicant's 
Work  ID,  status  code,  branch  of  service  and  profile  for  all 
previous  and  present  AFEES  visits. 

2. 4.1.7  Folder  Processing.  The  Folders  and  Packets  of  all 
applicants  who  did  not  show  up  for  their  scheduled  processing 
must  be  refiled.  A count  is  made  of  folders  remaining  to  obtain 
no-show  rate  for  the  day's  processing.  When  the  Medical  Folders 
come  back  to  the  R&O  Desk  from  the  Medical  Testing  Section 

one  of  two  things  happens  to  them;  (1)  If  the  applicant  is 
going  to  enlist  that  day,  the  liaison  picks  it  up,  or  (2)  If  the 
applicant  is  not  enlisting  that  day,  the  R&O  Desk  worker  removes 
his  DD  Form  1966  which  he  gives  to  the  Data  Communication  Room 
for  transmission,  and  refiles  the  Folder  to  await  further 
processing . 

2-4.2  Personnel  Assigned.  The  personnel  actually  assigned  to 
the  R&O  Desk  includes  a supervisor,  an  assistant  and  two  (2)  file 
clerks.  During  the  morning  check-in  however,  six  (6)  people  work 
together:  (1)  a name  checker,  (2)  a Folder-finder,  (3)  a 

badge-puncher,  (4)  a CRT/RT02  operator,  (5)  a label  cutter,  and 
(6)  an  applicant  flow  supervisor. 

The  R&O  Desk  interfaces  with  the  Mental  and  Medical  Testing 
Sections , the  Data  Communication  Room,  the  liaison  and  the 
applicants. 

2.4.3  Equipment  and  Supplies 

2-4-3-l  Equipment.  Equipment  located  at  the  R&O  Desk  include: 

a.  One  Wnghtline  electric  Badge  Punch. 

b.  One  Beehive  Super  Bee  CRT. 

c.  One  RT02  Display  with  Badge  Reader. 

d.  One  DTC  300  Printer. 

2. 4. 3. 2 Supplies.  The  following  supplies  are  involved  in  this 
task : 


a. 


USAREC  Form  217. 


mm 


b.  Workload  Report. 

c.  Mental  Test  Packet  per  applicant. 

d.  Medical  Folder  per  applicant. 

e.  Plastic  "badges". 

f.  Labels 


2.4.4  Performance  Times.  The  following  is  a list  of  performance; 
times  to  accomplish  the  R&O  Desk  tasks: 

a.  1.0  hour  for  two  people  to  file  120  MET  Packets. 

b.  1.1  hours  for  two  poeple  to  pull  130  folders  for  the 
next  day's  processing. 

c.  30  seconds /applicant  - scheduling. 

d.  37  seconds/applicant  - check-in. 

During  check-in,  the  limiting  factor  is  the  label  printing. 
It  takes  37  seconds  for  the  applicant's  labels  to  be  produced. 
Because  the  CRT/RT02  user  is  able  to  check  an  applicant  in 
faster  than  the  printer  can  produce  the  labels,  normally  an 
applicant  must  wait  for  his  labels.  The  printer  is  rarely  idle 
during  check-in,  i.e.,  rarely  is  the  printer  waiting  for  labels 
to  be  queued.  For  an  average  of  ninety-eight  (98)  applicants, 
it  takes  approximately  one  hour  to  process  them  through  the  R&O 
Desk  (98  applicants  at  37  seconds  each) . 

e.  Three  minutes  - production  of  the  Workload  Report. 

f.  .75  hours  - for  two  people  to  refile  Medical  folders. 

2.4.5  Interface  Definitions 

2. 4. 5.1  Inputs.  Inputs  to  the  R&O  Desk  include: 

a.  MET  Packets  from  the  Mental  Testing  Section. 

b.  USAREC  Form  217 's  from  the  liaison. 

c.  Applicants  ready  for  check-in. 

2. 4. 5.2  Outputs.  R&O  Desk  outputs  consist  of: 

a.  Medical  Folders  to  liaison  for  inspects. 

b.  Medical  Folders  to  applicants  for  physicals  and 
re-evaluation. 

c.  Applicants  scheduled  and  checked  in,  ready  for  their 
mental  and/or  medical  processing. 

d.  Labels  and  badges  to  the  applicants. 

e.  Workload  Report  to  Headquarters  and  Processing  Sections. 


2.4.6  Bottle necks.  A bottleneck  occurs  when  an  applicant's 
Folder  cannot  be  found.  There  are  certain  reasons  why  the 
Folder  is  not  in  Central  Records:  (1)  he  may  have  been  MET 
tested  that  day  or  the  day  before,  and  the  Packet  either  hadn't 
come  down  from  the  Mental  Testing  Section  or  hadn't  been  filed 
yet;  (2)  he  may  have  taken  a physical  that  day  and  the  Medical 
Testing  Section  may  have  the  Folder;  (3)  the  applicant  may  have 
gone  into  the  DEP,  in  which  case,  the  liaison  should  have  his 
Folder.  Under  the  automated  system,  the  capability  of 
interrogating  che  Applicant  Status  routine  exists.  If  the 
Applicant  Status  option  is  chosen,  information  concerning  his 
previous  AFEES  visits  is  available.  The  person  looking  for  the 
applicant's  Folder  can  determine  when  he  was  last  at  the  AFEES 
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is  his  test  score  printout.  Altogether,  R&O  must  pull  an 
average  of  130  physical,  re-evaluation,  and  inspection  type 
applicant  folders  in  anticipation  of  the  next  day's  workload. 

An  average  of  40%  of  this  workload  are  no-shows. 

When  the  Medical  Folder  comes  back  from  the  Medical  Testing 
Section,  the  applicant's  SF  88  (Report  of  Physical  Examination), 
SF  93  (Report  of  Medical  History)  , his  audiogram  card,  his  X-ray 
with  envelope,  and  a DD  Form  1966  are  inside.  The  Folders  of 
those  applicants  who  do  not  plan  to  enlist  that  day  must  be 
filed.  The  number  of  Folders  which  must  be  re-filed  averages 
ninety  (90)  per  day. 

A great  deal  of  wasted  time  is  spent  filing,  pulling  and 
refiling  Folders  since  the  data  within  these  Folders  is  medical 
and  mental  data  which  is  stored  in  the  computer.  Procedures 
could  be  worked  out  to  delay  the  initiation  of  an  applicant's 
Folder  until  he  plans  to  enlist.  On  that  day,  the  applicant's 
Folder  complete  with  necessary  medical  forms  and  mental  test 
score  printout  could  be  automatically  produced;  this  Folder 
would  either  be  broken  down  according  to  regulation  and  accompany 
the  enlistee  to  his  reception  station,  or,  if  he  enlisted  into 
the  DEP,  the  Folder  would  be  kept  by  his  liaison  just  as  it 
presently  is.  Through  a combination  of  better  procedures  and 
more  effcient  use  and  trust  in  the  computer  system,  the  Central 
Records  Room  could  be  eliminated,  as  well  as  the  associated 
time  spent  filing  and  pulling  Folders  filled  with  data  which 
is  duplicated  within  the  computer. 
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1.0  MENTAL  TESTING 


1.1  General  Description.  The  Armed  Forces  Examining  and 
Entrance  Stations  (AFEES)  presently  have  the  mission  to  test  all 
applicants  for  entry  into  the  armed  forces.  The  Baltimore  AFEES 
administers  the  Armed  Services  Vocational  Aptitude  Battery 
(ASVAB)  test  at  fourteen  sites  including  the  AFEES  itself. 

These  sites  are  visited  by  test  teams  assigned  from  the 
Baltimore  AFEES  testing  staff.  After  visiting  is  completed  at  a 
site,  the  test  team  returns  to  the  AFEES  to  automatically  (1) 
score  the  tests,  (2)  create  an  on-line  data  base  for  each 
applicant  in  preparation  for  subsequent  visits,  and  (3)  print 
out  his  test  results  for  file  and  distribution. 

1. 2 Interface  Definitions 

1*2.1  Service  Liaison/Baltimore  AFEES  Mental  Testing  Section. 
Each  service  liaison  is  required  to  submit  daily,  one  USA  IsT  RD 
Form  126,  hereafter  called  scheduling  form,  to  the  Baltimore 
AFEES  Testing  Section  for  each  test  site  which  he  will  have 
applicants  attending.  The  form  must  be  submitted  by  1500  hours 
day  before  the  applicant  will  be  visiting  the  test  site.  At  the 
end  of  the  day  each  service  liaison  receives  a print  out  of  the 
scores  of  all  his  applicants  who  tested  that  day. 

I:2:2.  Testers/Baltimore  AFEES  Mental  Testing  Section.  Testers 
visiting  sites  to  administer  the  test  update  a copy  of  the 
scheduling  form,  then  telephone  the  Baltimore  AFEES  Testing 
Section  to  indicate  those  applicants  who  are  present  and  takina 
the  test. 


1,2,3  Baltimore  AFEES  Testing  Section/Comm  Room.  After  all 
scheduling  forms  have  been  updated,  they  are  taken  to  the  Comm 
Room  where  all  applicants  presently  takinq  the  test  are  checked 
into  the  Automated  AFEES  system. 


1,2,4  Baltimore  AFEES  Testing  Section/Automated  AFEES.  When 
the  testers  return  to  the  Baltimore  AFEES,  they  insert  the  test 
answer  sheets  into  an  Optical  Mark  Reader  (OMR)  which  reads  the 
marks  on  each  answer  sheet.  The  OMR  sends  this  data  to  the 
computer  which  interprets  the  marks,  scores  each  applicant's 
test,  files  the  scores  in  the  applicant's  data  base,  and 

printed!3  SC°reS  t0  ^ testin<?  section  printer  to  be 


AFEEf  Testing  Section/Central  Records  Room, 
-ach section  obtains  a print-out  of  the  test  scores  for 
Th^  XP^ant  and  creates  a Packet  containing  these  scores, 
filed^til  th  SenV°  the  Central  Records  Room  where  it  is 
processing1  ^ appllcant  returns  to  the  AFEES  for  further 


1*2;6  Testing  Section/Medical  Section.  The  medical  section 
collects  the  SF  93  "Report  of  Medical  History"  from  all 
applicants  taking  a physical.  These  forms  are  brought  to  the 

OMf ln?hf^^°n  There  they  are  read  into  computer  via  Se 
applicant  dlCal  sectlon  returns  each  form  to  the 

2.0  MENTAL  TESTING  TASKS 


2.1 


Preparation  for  Testing 


oi-kr  t^Sfh.Desfriftign:  .Thls  task  inv°ives  all  preparation 

to  ^he  ^tual  administering  of  the  test  to  the  applicant 
ach  service  liaison  must  submit  one  scheduling  form  teethe 
testing  section  for  each  test  site  he  will  have  apr^icants 

°f  birth- 

Sr  SiSSV'Sf  alH  th^schedulin^forms 
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enter  his  SSAN,  name,  branch  of  service,  and  work  identification 
on  the  CRT. 


2.1.5  Interface  Definitions 

2. 1.5.1  Inputs . The  inputs  to  this  task  are  the  scheduling 
form  brought  to  the  test  site  by  the  testers  and  the  DD  Form 
1966  brought  to  the  test  site  by  the  applicants. 

2.1.5. 2 Outputs . The  outputs  are  the  updated  scheduling  form 
and  the  creation  of  a data  base  record  on  the  applicant. 

2.1.6  Bottlenecks . None. 

2.1.7  Service  Peculiar  Items.  None . 

2-1.8  Remarks . The  scheduling  activity  must  take  place  before 
the  test  answer  sheets  are  read  into  the  system.  Otherwise,  the 
system  will  score  the  test,  but  the  data  will  not  be  filed. 

2. 2 Testing 

2*2*1  Task  Description.  The  Baltimore  AFEES  testing  section 
has  the  responsibility  of  administering  the  ASVAB  test  series 
and  other  special  tests  for  all  services.  The  ASVAB  test  is 
administered  daily  at  various  sites  and  the  special  tests  are 
given  at  other  intervals  of  time.  This  section  will  only 
concern  itself,  with  the  ASVAB  test  series. 

The  testers  instruct  the  applicant  to  properly  fill  out 
the  test  answer  sheets  with  name  and  SSAN.  The  test  now  begins. 
The  test  consists  of  three  pages  of  answer  sheets  and  takes 
approximately  two  hours  and  30  minutes  to  complete.  When  all 
applicants  have  completed  the  test,  the  testers  return  to  the 
AFEES  with  the  test  booklets,  answer  sheets,  the  DD  Form  1966' s 
and  the  updated  scheduling  forms. 

2'2:2.  Personnel  Assigned.  The  two  members  of  each  test  team 
administer  the  test  at  each  site.  When  the  Baltimore  AFEES 
test S 3 tGSt'  there  is  usually  only  one  tester  administering  the 


2 • 2 . 3 Equipment 
booklets,  answer 


and  Supplies.  The  test  team  needs  test 
sheets  and  pencils. 


2.2.4  Performance 
one-halT  hours  to 


Time.  The  test  takes  approximately  two  and 
administer. 


2*2.5  Interface  Definition.  None. 

2.2.6  Bottlenecks . None. 

2.2.7  Service  Peculiar  Items.  None. 

2.2.8  Remarks.  The  test  consists  of  thirteen  parts.  The  first 
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three  parts  are  answered  all  on  the  same  side  of  answer  sheet 
one.  Parts  four  through  nine  are  answered  on  answer  sheet  two 
side  one.  Parts  ten  through  thirteen  are  answered  on  answer 
sheet  two  side  two. 


2.3  Scoring  the  Test 

2,3*I  Task  Description.  The  testers  return  to  the  Baltimore 
AFEES  in  order  to  score  the  tests.  Each  applicant's  completed 
test  consists  of  two  answer  sheets.  Sheet  one  is  a one  sided 
answer  sheet  with  the  answers  to  parts  one  through  three (side 
) * sheefc  two  is  a two  sided  answer  sheet  with  answers  to  parts 
four  through  nine  on  one  side (side  2)  and  parts  ten  through 
thirteen  on  the  other  side (side  3) . The  testers  separate  the 
answer  sheets  according  to  the  branch  of  service  to  which  the 
applicant  is  applying. 

Now  the  tester  logs  onto  the  Automated  AFEES  System  and 
selects  option  one:  read  the  answer  sheets  and  score  the  test. 

The  tester  places  a program  sheet,  a control  sheet,  a correct 
answer  sheet,  and  all  the  side  1 answer  sheets  for  one  branch  of 
service  into  the  OMR  feed  hopper;  then  he  depresses  the  start 
button.  The  OMR  reads  the  answer  sheets,  one  for  each 
applicant,  and  creates  a temporary  file  according  to  SSAN. 

After  side  1 reading  is  completed,  the  tester  places  a program 
sheet,  a control  sheet,  a correct  answer  sheet,  and  all  side  2 
answer  sheets  for  the  same  applicants  into  the  OMR  feed  hopper; 
again  he  depresses  the  start  button.  When  reading  of  side  2 
answer  sheets  is  complete,  the  tester  inserts  a program  sheet,  a 
control  sheet,  a correct  answer  sheet,  and  all  side  3 answer 
«nHetSrpf°rJSe  SaTT  aPPllcants  with  a stop  read  sheet  at  the 

+-h«‘nMRh\°I1R  ^eads;  when  the  st°P  read  sheet  is  detected, 

the  OMR  shuts  down  and  the  scoring  commences.  The  system 

computes  the  raw  and  aptitude  scores  for  each  applicant,  stores 
se  scores  m the  data  base  which  was  created  in  the 

5or  *esting,  and  prints  the  applicants  SSAN,  branch 
of  service,  test  version,  raw  scores,  and  aptitude  scores. 

to 3 the  Ideally,  each  test  team  would  return 

o the  AFEES  testing  section  and  score  their  own  tests. 

owever,  due  to  the  fact  that  some  teams  do  not  return  the  same 

testj*9  schedule  fluctuates,  all  test  teams  So  not 

man  althi,mhWILteStS ’ The  scoring  Process  requires  only  one 
man,  although  two  men  can  generally  speed  up  the  process 

S?Sa“ly  the  Vari°US  Sta"kS  °fPanSwe?rsh:rts  better 

tesVls^S^ny  Supplies.  The  equipment  used  to  score  the 
300^  ^ 0MR  d interactive  hardcopy  device-G.E.Terminet 


2.3.4  Performance 
seconds  ~ Therefore 


Times.  The  OMR  reads  one  side  in  eight 
, total  applicant  reading  time  is  twenty-four 


seconds  plus  overhead,  the  overhead  being  the  added  read  time 
for°the  program  sheets,  control  sheets,  and  correct  answer 
sheets  and  the  separating  of  answer  sheets  according  to  branch 
of  service.  The  computer  scorina  time  and  printing  time  is 
approximately  twenty  to  thirty  seconds  per  applicant  depending 
on  service.  An  estimate  of  per  applicant  time  to  separate 
answer  sheets  according  to  branch  of  service,  then  read 
score  is  one  minute  and  thirty  seconds  to  two  minutes. 


2.3.5  Interface  Definitions.  None . 

2.3.6  Bottlenecks.  A bottleneck  is  created  when  the  answer^ 
sheet  does  not  have  a properly  coded  SSAN.  When  this  happens, 
the  computer  is  unable  to  find  three  sheets  for  this  applicant 
and  it  tries  to  score  this  applicant  with  only  one  or  ^ 
sheets.  As  a result  some  raw  scores  have  zero  and  ^ aptitude 
scores  are  incorrect.  The  tester  must  correct  the  sheets  having 
the  wrong  SSAN  and  reread  this  sheet  into  the  computer  and 
recompute  raw  and  aptitude  scores.  This  easily  quadruples  the 
per  applicant  time  for  this  applicant.  Fortunately,  is 

happens  infrequently.  . 

Another  bottleneck  is  created  during  the  hours  that  the 
automated  system  has  a peak  load.  The  OMR  reads  and  transmits 
the  data  on  side  3,  but  the  computer  cannot  respond  as  quickly 
as  required  and  an  error  condition  is  created.  This  problem 
occurs  randomly  and  only  during  hours  of  peak  system  activity. 
The  procedural  solution  which  has  been  adopted  is  to  feed  the 
side  3 answer  sheets  individually  into  the  OMR.  The  small  added 
time  is  enough  to  allow  the  computer  to  respond  properly. 


2.3.7  Service  Peculiar  Items.  The  procedure  used  by  the 
testing  section  in  scoring  applicant  tests  by  branch  of  service 
is  done  strictly  as  a matter  of  convenience.  One  copy  of  the 
computer  printout  of  applicants  and  scores  goes  to  the  se  vice 
liaison.  If  all  applicants  applying  for  the  Army  are  scored  at 
the  same  time,  then  the  printout  will  contain  only  Army 
applicants  and  will  be  able  to  be  sent  in  its  entirety  to  the 
Army  liaison.  The  Automated  AFEES  system  outputs  all  applicants 
scored  in  ascending  numerical  order  by  SSAN. 


2.3.8  Remarks.  There  is  no  spare  OMR.  Therefore,  in  the  event 
of  failure,  the  testers  must  use  the  DIGITEK  machine  to  read  the 
answer  sheets  and  compute  the  raw  scores.  These  scores  can  then 
be  entered  into  the  computer  and  converted  via  another  option  - 
input/modify  data  at  the  input/output  device.  This  procedure  is 

described  in  paragraph  2.5.1. 

Due  to  the  Baltimore  AFEES  requirement  to  score  all  tests 
the  same  day  and  provide  results  to  the  liaison,  the  testing 
section  personnel  work  late  every  evening.  Since  the 
installation  and  integration  of  the  automated  system,  the  late 
evening  hours  have  changed  to  early  evening  hours  then  to  late 
afternoon  hours.  As  the  people  have  become  more  proficient  at 


using  the  automated  system,  their  working  hours  have  decreased 
significantly. 

2 . 4  Post  Testing  Activities 

2.4.1  Task  Description.  The  computer  transmits  data  and  the 
hardcopy  device  prints  out  the  applicant's  name,  SSAN,  test 
version,  branch  of  service,  AFQT  and  category,  raw  and  aptitude 
scores  on  three-part  paper.  The  testers  then  file  one  copy  of 
this  print-out  according  to  date.  Another  copy  is  given  to  the 
service  liaison;  the  last  copy  is  cut  up  and  a processing 
envelope  (packet)  is  made  up  for  each  applicant  and  the  mental 
test  scores  are  attached  to  this  packet.  The  packets  are  sent 
down  to  the  Central  Records  Room  to  be  filed.  The  DD  Form  1966 
is  then  completed  by  the  tester.  On  it  the  tester  puts  in  block 
twenty-two,  the  date  of  determination,  the  work  identification 
code,  and  the  status  code.  Ther.e  forms  are  sent  to  the  Comm 
Room  for  entry  of  data  and  transmission  to  HQ  USAREC.  Also  the 
scheduling  forms  are  annotated  with  the  AFQT  and  category  of 
each  applicant  who  took  the  test. 

2.4.2  Personnel  Assigned.  One  tester  usually  attaches  the 
computer  print-out  scores  to  the  packet  for  each  man  while  the 
other  tester  completes  the  DD  Form  1966  and  scheduling  form 
information. 

2.4.3  Equipment  and  Supplies.  The  Terminet  300  and  the  three- 
part  paper  are  the  only  equipment  and  supplies  used. 

2.4.4  Performance  Times.  To  cut  up  the  computer  print-out, 
attach  the  scores  to  a packet,  to  complete  the  DD  Form  1966,  and 
scheduling  form  takes  approximately  two  minutes  per  applicant. 

2.4.5  Interface  Definition 

2. 4. 5.1  Inputs . The  applicant  answer  sheets  are  the  inputs. 

2. 4.5.2  Outputs . The  DD  Form  1^66  goes  to  the  Comm  Room,  the 
applicant's  packet  goes  to  the  Central  Records  Room,  the  answer 
sheets  and  test  scores  are  filed  in  the  testing  section,  and  a 
copy  of  all  test  scores  go  to  the  respective  service  liaison. 

2.4.6  Bottlenecks.  None. 

2.4.7  Service  Peculiar  Items.  None. 

2.4.8  Remarks.  The  Baltimore  AFEES  has  averaged  563  tests 
given  per  week  in  February  1976  and  535  for  the  first  two  weeks 
in  March  1976.  The  quantities  for  January  1976  are  unknown  due 
to  the  transition  to  the  new  test,  the  introduction  of  the 
automated  mental  test  capabilities,  and  associated  problems 
which  have  since  been  resolved. 

2.5  Other  Test  Capabilities 
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2.5.1  Task  Description.  The  testing  section  also  has  the 
capability  to  query  an  applicant's  record  in  the  computer  data 
base  and  to  input  or  modify  scores  on  an  applicant  and  convert 
his  raw  scores  to  standard  scores  for  any  service. 

The  query  option  gives  the  testing  section  the  capability 
to  obtain  a print-out  of  an  applicant's  scores  should  one  be 
required.  If,  in  the  process  of  his  other  activities  at  the 
AFEES,  his  packet  should  get  lost,  the  testing  section  has 
instant  recall  to  obtain  a print-out  of  his  test  scores. 

The  input  or  modify  capability  is  the  backup  option  to  the 
automated  scoring  process.  If  the  OMR  becomes  inoperative,  the 
testers  score  the  tests  using  the  DIGITEK  reader,  then  input  the 
SSAN  and  each  raw  score  for  the  applicant.  After  all  raw  scores 
have  been  entered,  the  computer  will  convert  these  for  any 
service,  file  them  in  the  applicant's  data  base,  and  print  them. 
The  OMR  also  reads  the  SF  93  "Report  of  Medical  History"  and 
places  the  data  into  the  applicant's  data  base. 

2.5.2  Personnel  Assigned.  One  person  will  be  able  to  perform 
either  of  these  options. 

2.5.3  Equipment  and  Supplies.  The  only  devices  needed  are  the 
Terminet  300,  the  OMR,  and  the  three-part  paper. 

2.5.4  Performance  Times.  The  query  capability  requires  that 
the  applicant  be  scheduled  for  today  so  that  the  system  is  able 
to  retrieve  his  data  from  the  historical  file.  This  usually 
takes  about  five  minutes  but  may  take  longer  if  done  when  other 
scheduling  activities  are  occurring  due  to  the  querying  effect 
of  the  retrieval  process  - the  system  can  only  retrieve  one  man 
at  a time. 

The  input  or  modify  option  takes  about  two  minutes  to 
input  raw  scores  and  convert  to  standard  scores  and  print-out 
the  results. 

The  read  SF  93  option  takes  ten  seconds  per  applicant. 

2.5.5  Interface  Definition 

2. 5.5.1  Inputs.  The  SF  93 (mark  sense  version)  and  the  SSAN  of 
the  applicant  to  be  retrieved  or  queried  are  the  only  inputs. 

2. 5. 5. 2 Outputs . The  updated  data  base  and  hardcopy  of  the 
applicants  scores  are  the  outputs. 

2.5.6  Bottlenecks . The  OMR  is  located  in  a secure  area  in  the 
mental  testing  section.  When  the  medics  collect  the  SF  93s  in 
the  medical  section  and  bring  them  over  to  be  fed  into  the 
computer,  they  must  give  the  forms  to  an  authorized  person  who 
then  runs  the  SF  93s.  At  times  the  forms  do  not  get  run 
immediately;  and  hence,  when  they  are  run  and  returned  to  the 
medical  section,  the  applicants  are  scattered  throughout  and 
distribution  now  becomes  a very  time-consuming  chore. 
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None. 


2.5.7 

2.5.8  Remarks 


None. 
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1.0  MEDICAL  PROCESSING 

1.1  General  Description.  The  Medical  Processing  Section  of  an 
AFEES  has  as  its  responsibility  the  task  of  determining  whether 

an  applicant  is  physically  qualified  to  be  enlisted  into  the  Armed 
Forces.  The  process  includes  a complete  physical  examination 
from  which  the  applicant's  profile  is  derived.  The  processing 
consists  of  Height/Weight,  X-ray,  Blood  Pressure/Pulse,  Vision, 
Urinalysis,  Serology,  Audio,  Medical  History,  Floor  Exam,  Profile, 
Medical  Briefing  and  Medical  Data  Review.  A packet  of  forms  will 
be  hand  carried  by  the  applicants.  The  forms  will  be  filled  in 
as  the  applicant  progresses  through  each  medical  station. 

1.2  Interface  Definition.  The  Medical  Processing  Section  re- 
ceives applicants  from  several  sources.  The  Army  applicants  will 
come  from  the  Reception  and  Orientation (R&O)  desk  and  the  Navy, 
Marines,  and  Air  Force  applicants  will  come  from  their  respective 
Liaison.  With  them  they  will  bring  a packet  containing  an  SF  88, 
SF  93,  USAREC  Form  172R,  X-ray  Folder,  Audiogram  Card,  and  Profile 
Sheet. 

After  Medical  Processing  is  complete,  the  Air  Force  appli- 
cants will  report  to  the  One-Stop  Processor.  The  Army,  Marines, 
and  Navy  applicants  will  each  report  to  their  respective  Liaison. 
The  packet  they  brought  with  them  to  the  Medical  Section  will  be 
returned  to  the  R&O  desk.  The  applicants  will  keep  their  com- 
pleted Profile  Sheet  and  will  have  it  with  them  when  they  return 
to  their  respective  points  of  contact. 


2.0  FUNCTIONAL  AREA  TASKS 

2 . 1 Medical  Briefing  Task 

2.1.1  Description.  At  the  Medical  Briefing  station,  the  appli- 
cants are  required  to  fill  in  the  headers  of  the  SF  88  and  SF  93. 
The  SF  93  will  also  be  completed  by  the  applicant  at  this  time. 

The  Audiogram  card,  X-ray  envelope,  and  Profile  Sheet  will  be 
marked  with  the  applicant's  name,  SSAN,  and  the  present  date. 

2.1.2  Assigned  Personnel 

2. 1.2.1  Quantity  of  Personnel.  One  medic  will  brief  all  appli- 
cants v/ho  did  not  have  the  opportunity  to  accomplish  the  above 
stated  requirements  (paragraph  2.1.1)  at  their  repective  MET  site. 

2. 1.2.2  Functions  Performed  by  Personnel.  The  medic  assigned  to 
this  area  will  instruct  the  applicants  in  accomplishing  the  items 
stated  in  paragraph  2.1.1. 


2.1.3  Equipment  and  Supplies 

2. 1.3.1  Equipment . None. 

2. 1.3. 2 Supplies . The  only  supplies  needed  are  pens  for  the 
applicants . 
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2*1*4  Performance  Times.  The  briefing  takes  approximately  15 
minutes  to  accomplish. 


2.1.5  Interface  Definition 

2 : L*  5 • 1 lH£uts.  The  inputs  to  this  task  are  the  applicant  and 
his  packet  of  forms . 

2*1*  ^*  2 Outputs.  The  outputs  will  consist  of  a packet  containing 
the  oF  88,  SF  93,  172R,  X-ray  envelops,  Profile  Sheet,  and  Audio- 
gram card  to  be  used  in  medical  processing. 


2.1.6  Bottlenecks . None. 


2.1.7  Service  Peculiar  Items.  None. 


2.1.8  Remarks . From  this  task  the  applicants  will  go  to  the 
Medical  History  Review  task. 


2. 2  Medical  History  Review  Task 

2.2.1  Description.  The  review  of  the  SF  93  and  all  its  entries 
is  the  main  objective  of  this  task.  The  review  will  involve  the 
applicant  and  a medical  doctor. 

2.2.2  Personnel  Assigned 

2*2*2.1  Quantity  of  Personnel.  There  are  one  to  two  doctors  who 
perform  this  task. 

2* 2* 2-2  Functions  Performed.  The  doctor  will  review  and  discuss 
the  SF  93  with  each  individual  applicant  and  indicate  any  add- 
itional or  special  tests  required  or  consults  needed.  (See  Par- 
agraph 3.0). 

2.2.3  Equipment  and  Supplies  None . 

2* 2. 4 Performance  Times.  It  takes  from  45  to  60  seconds  on  the 

average  for  the  doctor  to  complete  the  interview  with  the  appli- 
cant. ^ 

2.2.5  Interface  Definition 

2* 2 .5.1  Inputs.  The  sole  input  to  this  task  is  a completed  SF  93 
2. 2.5. 2 Outputs . The  output  to  this  task  is  the  SF  93  with  the 
doctor's  signature. 

2*2.6  Bottlenecks . This  station  may  become  a possible  bottle- 
neck if  there  are  several  applicants  with  positive  responses  on 
the  SF  93.  Each  positive  response  requires  more  explanation  or 
discussion  so  therefore  becomes  time  consuming, 

2.2.7  Service  Peculiar  Items.  None. 

2*2.8  Remarks . This  task  is  normally  and  preferably  accomplished 
after  the  Medical  Briefing.  However,  sometimes  the  doctors  are 
not  available  at  that  time  so  the  task  is  then  done  prior  to  Med- 
ical Data  Review  (See  paragraph  2.12).  From  this  station,  the 
applicants  will  go  to  Height/Weight. 


2 . 3  Height/Weight  Task 

2.3.1  Description.  At  this  station,  the  Height/Weight  measure- 
ments are  made  and  recorded  on  the  SF  88. 

2.3.2  Personnel  Assigned 

2. 3. 2.1  Quantity  of  Personnel.  There  will  be  a minimum  of  one 
person  performing  this  task  and  a maximum  of  two. 

2. 3. 2. 2 Functions  Performed.  As  stated  in  paragraph  2.3.1. 

2.3.3  Equipment  and  Supplies 

2. 3. 3.1  Equipment.  The  equipment  consists  of  one  300  pound  cap- 
acity scale  made  by  S.  W.  Belz  Company,  Inc. 

2. 3. 3.2  Supplies.  None. 

2.3.4  Performance  Times.  When  2 medics  are  performing  this  task, 
it  takes  approximately  5 seconds  per  applicant.  For  one  medic 
performing  the  task,  it  takes  from  10-15  seconds  per  applicant. 

2.3.5  Interface  Definition 

2. 3. 5.1  Inputs.  The  inputs  to  this  task  consist  of  the  SF  88, 
Profile  Sheet,  and  172R  worksheet. 

2. 3. 5. 2 Outputs.  The  output  of  this  task  consists  of  the  appro- 
priate entry  on  the  SF  88,  Profile  Sheet,  and  172R  worksheet. 

2.3.6  Bottlenecks.  None . 

2.3.7  Service  Peculiar  Items.  None. 

2.3.8  Remarks.  The  task  is  accomplished  very  efficiently 
whether  there  is  one  or  two  medics  performing.  The  next  station 
to  which  the  applicant  goes  is  X-ray. 


2. 4 X-Ray  Task 

2.4.1  Description.  All  applicants  who  are  having  a complete 
physical  examination  require  X-rays.  This  is  accomplished  at 
this  station.  The  applicant  will  receive  a chest  X-ray  and 
proceed  to  the  next  station. 

2.4.2  Personnel  Assigned 

2. 4. 2.1  Quantity  of  Personnel.  Normally  there  will  be  only  one 
medic  running  the  X-ray  machine. 

2. 4. 2. 2.  Functions  Performed.  Chest  X-rays  are  taken  of  each 
applicant.  If  required,  a limb  X-ray  may  be  taken  of  certain 
applicants. 

2.4.3  Equipment  and  Supplies 

2. 4. 3.1  Equipment.  The  equipment  used  consists  of  a Picker  70  mm 
and  a 300  ma  unit  X-ray  machine.  The  70  mm  machine  is  used  for 
chest  X-rays  and  the  300  ma  is  for  limbs  and  backs.  Also  film 
processing  equipment  is  used. 
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None . 


2.5.8  Remarks.  From  this  station  the  applicant  will  go  to  Vision 
testing. 

2 . 6  Vision  Task 

2.6.1  Description.  At  this  station  the  vision  testing  is  per- 
formed. Eyesight,  depth  perception,  and  color  blindness  are 
tested  at  this  station.  If  additional  testing  is  required  do  to 
the  failing  of  the  tests,  the  applicant  is  scheduled  to  see  an 
optometrist.  Also,  if  the  applicant  forgot  his  glasses  or  contact 
lenses,  he  will  be  scheduled  to  see  the  optometrist;  otherwise, 

he  will  be  tested  with  his  classes  or  contact  lenses.  (See  para- 
graph 2.14.2.2) . 

2.6.2  Personnel  Assigned 

2. 6. 2.1  Quantity.  The  minimum  number  of  medics  performing  this 
task  is  one;  up  to  a maximum  of  two  will  be  utilized. 

2.6. 2.2  Functions  Performed.  Same  as  paragraph  2.6.1. 

2.6.3  Equipment  and  Supplies 

2. 6. 3.1  Equipment.  The  equipment  used  consists  of  AF  vision 
testers.  Pseudo  Isochromic  Plate  Lamps  and  booklets,  Farnsworth 
color  tester,  and  lensometer. 

2. 6. 3. 2 Supplies . None. 

2.6.4  Performance  Times.  On  the  average  it  takes  approximately 
one  minute  to  administer  the  tests  to  one  applicant. 

2.6.5  Interface  Definition 

2. 6. 5.1  Inputs . The  SF  88,  172R  worksheet,  and  Profile  Sheet 
are  the  inputs  to  this  task. 

2. 6. 5. 2 Outputs . The  output  consists  of  the  appropriate  entries 
on  the  forms  stated  in  paragraph  2. 6. 5.1. 

2.6.6  Bottlenecks . Some  waiting  will  be  done  by  the  applicant, 
depending  on  the  number  of  medics  administering  the  test. 

2.6.7  Service  Peculiar  Items.  The  Navy  and  Marine  Corps  require 
the  use  of  the  Farnsworth  color  vision  tester.  This  additional 
test  takes  approximately  15  seconds  per  applicant. 

2.C.8  Remarks.  The  medic  assigned  to  this  task  will  receive 
help  from  the  medic  at  the  Medical  Review  desk  and  possibly  the 
medic  from  the  Medical  Data  Review  task  if  he  is  not  busy  at  that 
time.  From  this  station  the  applicant  will  go  to  Urinalysis. 


2.7  Urinalysis  Task 


2.7.1  Description.  This  station  will  perform  the  required  test 
on  each  applicant's  urine  sample.  The  applicant  wil-1  provide  his 
sample  and  await  results,  which  are  immediate. 
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2.7.2  Personnel  Assigned 

2. 7. 2.1  Quantity  of  Personnel.  There  is  one  medic  who  will  admin- 
ister the  test  at  any  one  time. 

2. 7. 2. 2 Functions  Performed.  The  medic  will  receive  the  appli- 
cant's urine  sample  and  will  dip  a uristix  into  the  cup.  The 
uristix  will  immediately  indicate  whether  the  urine  sample  is 
positive  or  negative.  The  medic  will  then  fill  in  the  results  on 
the  S?  88. 

2.7.3  Equipment  and  Supplies 

2.7.3. 1 Equipment.  None . 

2. 7. 3. 2 Supplies’?  The  supplies  needed  for  this  task  are  cups 
and  a supply  of  Uristix' s. 

2.7.4  Performance  Times.  The  medic  can  administer  the  test  to 
several  applicants  at  a time.  Up  to  a maximum  of  eight  applicants 
can  be  tested  and  have  their  forms  filled  out.  The  process  takes 
approximately  135  seconds  for  eight  applicants. 

2.7.5  Interface  Definition 

2. 7. 5.1  Inputs.  The  inputs  of  this  task  consist  of  the  applicant's 
urine  sample,  SF  88,  172R  worksheet,  and  Profile  Sheet. 

2. 7. 5. 2 Outputs.  The  outputs  consist  of  the  appropriate  entries 
on  the  forms  stated  in  paragraph  2. 7. 5.1. 

2.7.6  Bottlenecks.  There  will  be  some  waiting  depending  on  the 
number  of  applicants. 

2.7.7  Service  Peculiar  Items.  None. 

2.7.8  Remarks.  Although  there  is  one  medic  assigned  to  perform 
this  task,  he  also  has  to  be  performing  the  Serology  task.  How- 
ever, the  test  is  simple  to  administer  and  several  applicants  can 
be  tested  at  one  time  so  the  medic  will  not  become  swamped  by  the 
workload.  From  this  station  the  applicants  will  go  to  Serology. 


2. 8  Serology  Task 

2.8.1  Description.  The  testing  of  blood  samples  is  accomplished 
at  this  station.  The  test  itself  is  primarily  for  the  detection 
of  Venereal  Disease. 

2.8.2  Personnel  Assigned 

2. 8. 2.1  Quantity.  There  is  one  medic  performing  the  task  ini- 
tially, but  will  receive  help  from  either  an  X-ray  or  Vision  task 
medic  eventually.  One  of  the  two  medics  will  also  be  rotating 
between  Serology  and  Urinalysis  through  the  course  of  the  test. 

2. 8. 2. 2 Functions  Performed.  The  drawing  of  blood  samples  and 
the  testing  of  the  samples  is  the  primary  function  of  this  task. 
The  medic  will  draw  blood  from  each  applicant  and  store 
temporarily. 
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2.8.3  Equipment  and  Supplies 

2. 8. 3.1  Equipment.  The  equipment  used  at  this  station  consists 
of  a centifuge,  rotator,  and  a microscope  with  a lamp. 

2 8 3.2  Supplies.  The  supplies  used  are  blood  tubes  and  needles 
with  holders,  cotton,  alcohol,  and  RPR  test  cards  for  VD  detection. 

2.8.4  Performance  Times.  It  takes  approximately  25  seconds  to 
draw  the  blood  sample  from  each  applicant  and  to  mark  on  the  SF  88 
ar  assumed  negative  result. 

2.8.5  Interface  Definition 

2. 8. 5.1  Inputs.  The  inputs  consist  of  the  applicant  s blood 
sample,  SF  88,  Profile  Sheet,  and  172R  worksheet. 

2. 8. 5. 2 Outputs . The  output  consists  of  the  appropriate  entries 
onto  the  forms  stated  in  paragraph  2. 8. 5.1. 

2.8.6  Bottlenecks.  There  will  be  some  waiting  especially  if 
only  one  medic  is  performing  both  the  Serology  and  Urinalysis 
tasks . 

2.8.7  Service  Peculiar  Items.  None. 

2.8.8  Remarks.  The  actual  test  result  will  be  received  at  a 
later  tiine^  Until  then,  the  results  are  assumed  negative  and 
marked  as  such  on  both  the  SF  88  and  Profile  Sheet.  From  this 
station  the  applicants  will  go  to  Audio  Testing. 


2 . 9 Audiometer  Task 

2.9.1  Description.  The  Audio  station  is  where  an  applicant's 
hearing  is  tested.  A group  of  8-10  applicants  are  tested  simul- 
taneously in  a large  booth.  The  results  of  the  test  are  recorded 
automatically  on  the  audiometer  compatible  card  (Audiogram) . 

2.9.2  Personnel  Assigned 

2.9. 2.1  Quantity.  There  is  normally  one  medic  performing  and 
recording  the  test  results.  There  is  occasion  when  two  medics 

will  be  administering  the  test.  . 

2.9. 2. 2 Functions  Performed.  The  medic (s)  will  give  the  appli- 
cants verbal  instructions  and  have  them  seated  in  the  booth.  He 
will  collect  the  Audiogram  cards  along  with  the  SF  88  from  each 
applicant  taking  the  test.  After  commencing  the  test,  the  medic 
will  begin  inputting  entries  onto  the  SF  88  while  the  card  is 
still  in  the  machine.  By  the  time  the  test  is  completed,  all  the 
results  are  inputted  onto  the  SF  88  of  all  the  applicants. 

2.9.3  Equipment  and  Supplies 

2.9. 3.1  Equipment.  The  equipment  used  consists  of  a bank  of  10 
Rudmose  RA  108-10' s and  one  extra  for  retesting. 

2 . 9 . 3 . 2 Supplies.  None . 

2.9.4  Performance  Times.  The  orientation  or  instruction  given 
by  the  medic  to  the  applicant  takes  approximately  two  minutes. 

The  actual  test  and  the  filling  in  of  the  SF  88  takes  7 minutes. 
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2*q’^  Interface  Definition 

gram  cards  UNSI  i96g)^npUtS  Consist  of  the  SF  88  and  the  Audio- 

on  the  SF  88Pand*thehcompleted  Audioqra°f  appropriate  entries 
measurements.  diogram  card  with  the  actual 

2.9.6  Bottlenecks.  Sinre>  r. 

one  time , there  is  only  a little  waitina^n^ be  tested  at 
cants.  y t±e  waitlng  to  be  done  by  the  appli- 


2‘9*7  Service  Peculiar  Items.  None> 


2.9.8  Remarks . 
Floor  Exam. 


From  this  station  the  applicants  will  qo  to  their 


2.10  Floor  Exam  Task 

the  oppcHunit^to^erfo^^phvsical  ^ ^edical  doctors  have 
ual  Also,  the  orthopedic*  exercises^ ^Xamin^^on  on  each  individ- 
tor's  supervision.  exercises  are  performed  under  the  doc- 

2-10.2  Personnel  Assigned 

^lO1 2°2S  IN Lo^ tanSfoner^n^o ' medics  . ^ “ accomplish^d  by  at 

eyes,  moutI77  hearth  and^Ictim  ofeach^01^ check  tllG  ears' 
check  for  hernias.  Under  the  Hnrf  ■ Pplicant.  He  will  also 
Will  lead  the  applicant!  t^miaS  * 8 s“Pervision'  «*.e  med>ic 

After  the  eXercisis?“^  d£c?Sf w!^  °rth2Pedl°  exe^ises. 
or.  the  applicant's  SF  88  and  the  mis-  r<?°°rd.any  Positive  results 
data  on  the  SF  88  Sand  ProfUe^heet?1^^  Gnter  the  remaining 

Equipment  and  Supplies 

doctor.  Itq includes  an^toscSp^^spht^T311151^17  USed  by  the 
and  gloves.  scope,  sphthalmoscope,  stethoscope, 

2 . 10 . 3. 2 Supplies.  None. 

?f  ^ fifl5SS-„i^^ean^omii51  to  2rmlned  in  groups 

tSe^o^di^Le^S^f  eSTst^llD?1i°antS  wil  JTS" 

seconds.  The  filling  o?  the  forms  iin  t^°n  the  averape'  90 
seconds;  the  total  time  for  th-iJ  ^ wiH  take  approximately  30 
for  15  applicants  tarimu°K  Wl11  be  17  to  22  miLtes 

Interface  Definition 

Profile  Sheet ?tS  T 6 inputs  to  this  task  are  the  SF  88  and 
entries  onTHpi’  88Tand°PTOmeWSheet?nSiSt  °f  the  approPriate 
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2.10.6  Bottlenecks. 


None. 


2.10.7  Service  Peculiar  Items.  None. 

2.10.8  Remarks.  From  this  station  the  applicants  will  go  to  the 
Profile  Station. 


2.11  Profile  Task 

2.11.1  Description . The  profile  consists  of  the  doctor  inter- 
viewing the  applicant  on  a one-to-one  basis.  He  will  review  the 
SF  88  and  eventually  sign  off  on  it  as  well  as  determining  the 
applicant's  temporary  profile.  It  is  only  temporary  because 
X-ray  results  are  not  back  from  being  processed  and  also  the 
Serology  results  may  not  have  been  received  yet. 

* 

2.11.2  Personnel  Assigned 

2.11.2.1  Quantity  of  Personnel.  There  are  two  doctors  working 
at  this  task. 

2.11.2.2  Functions  Performed.  See  paragraph  2.11.1. 


2.11.3  Equipment  and  Supplies 

2.11.3.1  Equipment.  Same  as  paragraph  2.10.3.1. 

2.11.3.2  Supplies . None. 

2.11.4  Performance  Times.  It  takes,  on  the  average,  45  seconds 
to  perform  the  required  functions  per  applicant. 

2.11.5  Interface  Definition 

2.11.5.1  Inputs The  inputs  consist  of  the  applicant's  SF  88 
Profile  Sheet,  and  17 2R  worksheet. 

2.11.5.2  Outputs . The  outputs  will  be  the  appropriate  entries 
on  the  forms  and  the  results  of  the  applicant's  temporary  profile 
pending  the  results  of  X-ray  and  Serology. 

2.11.6  Bottlenecks . When  only  one  doctor  is  available,  there 
will  be  a short  waiting  period. 

2.11.7  Service  Peculiar  Items.  None. 

2.11.8  Remarks.  When  the  Medical  History  task  cannot  be  per- 
formed after  the  Medical  Briefing,  it  is  deferred  until  this 
time.  It  will  be  performed  in  conjunction  with  the  Profile  task. 
Normally,  the  applicant  will  go  to  Medical  Data  Review  after  this 
task. 


2.12  Medical  Data  Review  Task 

2.12.1  Description.  This  will  be  the  applicant's  last  stop  in 
the  Medical  Processing  Section.  The  applicant's  SF  88,  SF  93, 
Profile  Sheet,  and  172 R are  reviewed  for  completeness  and  col- 
lected. The  applicant  will  be  given  his  temporary  Profile  Sheet 
and  sent  out  of  the  Medical  Processing  Section. 


2.12.2  Personnel  Assigned 

2-1l-2-1  Quantity  of  Personnel.  There  will  be  at  least  one  medic 
performing  this  task.  If  the  workload  is  too  overwhelming?  he 

for  examp^?.  P fr°"'  another  medic  fr°">  some  other  task  (Vision, 
2*12,2*2  Functions  Performed  by  Personnel.  See  paragraph  2.12.1. 

2.12.3  Equipment  and  Supplies.  None. 

f;^;U-Vf°rmaiCe  T1?r5-  zt  takes  approximately  35  seconds  per 
applicant  to  perform  this  task.  p 

2.12.5  Interface  Definition 

2;12:5,^~vnPuts-  The  inputs  consist  of  the  applicant's  SF  88, 

SF  93,  Audiogram  card,  172R,  and  Profile  Sheet. 

2-12;5-2.  gH$puts.  The  outputs  consist  of  a completed  Profile 
Sheet  which  is  handed  to  the  applicant.  The  rest  of  the  forms 

R&O  S°  keCtGd  bY  ^ medic  at  thiS  station  and  forwarded  to  the 


2.12.6  Bottlenecks.  None. 

2 • 12 • 7 Service  Peculiar  Items.  None. 

2;12:^  Remarks.  Normally  the  172R  will  be  filled  in  at  this 
station.  However,  m most  cases  it  will  be  at  least  partially 
liled  in  while  en  route  to  this  station.  For  example,  at  the 

172R°n  t6St  results  wil1  be  marked  on  the 

172R.  Medical  testing  is  complete  at  this  point. 


2.13  Inspection  Only  Task 

2.13  1 Description.  As  the  name  implies,  the  Inspection  Only  is 

hishn^f??YS1^ai  eX?m  pe^formed  on  an  applicant  to  determine  if 
his  profile  status  has  changed  since  last  he  had  a physical.  It. 

79  p®lfo™ed  on  those  applicants  who  have  had  a physical  but  whose 

withinr7?T  limib  has  expired.  If  the  applicant  had  returned 

to  be  inspected. Slnce  la3t  PhySlca1'  he  °r  =he  would  not  have 


The  task  will  involve  one  doctoi 


2.13.2  Personnel  Assigned 
2.13.2.1  Quantity  of  Personnel, 
who  will  conduct  the  inspection. 

2.13.2  2 Functions  Performed  by  Personnel.  The  doctor  will 
inspect  the  applicant  and  check  for  any  changes  in  the  appli- 
cant s profile.  The  inspection  is  not  as  detailed  as  a Floor 


2.13.3  Equipment  and  Supplies 

2 2,1  Equipment.  Same  as  paragraph  2.10.3.1. 

2.13.3.2  Supplies . None. 
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2.13.4  Performance  Times.  The  task  takes  approximately  15  min- 
utes to  perform.  It  is  done  by  one  doctor.  Since  there  is 
usually  noc.  more  than  15  applicants,  all  are  done  simultaneously. 

2.13.5  Interface  Definition 

2.13.5.1  Inputs . The  inputs  for  the  Navy,  Marine,  and  Army  app- 
licants consist  of  their  medical  files,  which  includes  their  SF 
88.  The  Air  Force  applicants  will  have  their  enlistment  file 
which  will  include  the  medical  files. 

2.13.5.2  Outputs . The  outputs  will  consist  of  the  doctor's 
decision  about  the  applicant's  profile  status  and  the  appropriate 
entries  on  the  medical  forms. 

2.13.6  Bottlenecks . None. 

2.13.7  Service  Peculiar  Items.  None. 

2.13.8  Remarks.  From  this  task  the  applicant  will  return  to  his 
respective  liaison. 


2.14  Interface  With  Specialists 

2.14.1  Background.  Durinq  the  course  of  medical  processing  the 
need  for  professional  consultants  becomes  apparent.  Consultants 
such  as  psychiatrists  and  optometrists  are  needed  in  a limited 
capacity.  On  the  other  hand,  a radiologist  is  required  every 
working  day.  These  specialists  are  fee  basis  professionals  that 
are  hired  by  the  Baltimore  AFEES. 

2.14.2  Description 

2.14.2.1  Radiologist.  Each  day  of  medical  processing  a radiolo- 
gist is  required  to  examine  processed  X-ray  pictures  of  applicants 
which  have  been  X-rayed.  The  specialist  will  determine  whether 
the  applicant  is  qualified  relative  to  the  results  of  the  X-ray 
which  he  reviews  immediately  after  the  X-ray  film  is  processed. 

The  findings  of  the  radiologist  are  then  forwarded  to  the  R&O 
desk  and  included  in  the  applicant's  medical  records. 

2.14.2.2  Optometrist.  For  those  applicants  who  failed  the  vision 
test,  an  optometrist  is  acquired  to  further  examine  these  appli- 
cants. A refraction  test  is  performed  to  determine  if  the  appli- 
cant's vision  is  correctable  with  glasses  or  whether  the  applicant 
is  legally  blind.  The  optometrist  is  a fee- basis  specialist  who 
will  come  in  on  Tuesday  afternoons.  Those  applicants  who  are 
examined  are  those  who  have  been  scheduled  from  the  week  before. 
Only  a few  applicants  will  be  required  to  be  examined.  On  the 
average  about  10  applicants  per  week. 

2.14.2.3  Psychiatrist.  Some  applicants  are  required  to  be  con- 

sulted by  a psychiatrist.  If  the  psychiatrist  so  determines  an 
applicant  may  be  disqualified  for  active  duty.  There  are  three 
ways  by  which  to  determine  whether  an  applicant  is  required  to 
see  the  psychiatrist.  They  are  as  follows:  (1)  Medical  History 

SF  93;  if  an  applicant  has  sought  psychiatric  help  in  the  past, 
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dr ufibuse  ®ftnother  c£tter?™'.  isialSyhypodermSCneed?e°mark„ 
on  the  a^s  or  legs  SSiS’^dila" 

uesuyal5Won?y  3°-4nper  ieek  £2  psychiatrist  will  be  available  on 
Tuesday  afternoons  and  will  perform  his  duties  on  a fee  bas  . 


2.15  Female  Applicant  Medical  Processing 

^“'simnir^rilt  ofetheamale°appli2!nts!  functions 

addition  given  a pelvic  exam. 

1^lfJ£||2filionnel.  Required  for  this  functionate 

a as-afe. 

section.  The  civilian  nurse  serves  in  the  same 

“tendSrcl^bfaS  feLlf  AFEES  employee,  and  her  function  is 

£»sr«-^Sutss°a  as  a 2:  as  ^ 

female  applicants. 

The^same  type  of  equipment  is  used  for 
female  * medical^processing  as  with  the  male  There  is  however,  a 

* 14  x ^mm 

machine  is  opposed  *.  70mm -chine^n.the 

supplies  alePused-4xcept  for  paper  robes  which  are  unrque  in  the 
female  section. 

applicant^ varies^ lt^CHe  number^?  applicants.  If  a very  few 
applicants  are  to  be. processed  ^u-  2> -^  process  writhe 
accomplished  very  qurckiya-2  hours).  The.oniy^  otherwisp>  it 

will°takeUapproximately  as  long  as  with  male  medical  processing. 

HU  tTnputs!  DThininifts  consist  of  the  applicant's  packet 
whilh  is  iSlfal  to  the  male  applicant's  packet  in  content. 
“\,  rj  2 Outputs.  The  outputs  will  consist  of.a  completely 
physicaled  applicant  and  packet  containing  completed  form  . 
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2.15.6  Service  Peculiar  Items.  Same  as  in  paragraph  2.1-2.13. 

2.15.7  Remarks.  The  medical  doctor  in  this  area  performs  his 
duties  on  a f:ee  basis. 


3.0  GENERAL  COMMENTS 

3.1  Met  Personnel.  The  Mobile  Examining  Team (MET)  uses  two 
medics  who  would  normally  be  involved  in  the  medical  testing  at 
the  AFEES.  Since  there  is  a total  of  7 medics,  only  5 will  be 
performing  the  medical  tests  at  the  AFEES. 

3.2  Efficiency.  With  only  4 medics  performing  the  tasks  at  the 
Medical  Section,  there  are  not  enough  to  man  all  the  different 
tasks.  As  a consequence,  the  medic  who  performs  the  Height/ 
Weight  task  will  usually  move  over  to  the  Blood  Pressure  station 
after  he  has  finished  with  the  Height/Weight  station.  The  same 
procedure  will  be  followed  by  the  medic  at  the  X-ray  Station 
except  that  he  will  go  to  the  Floor  Exam  Task.  This  procedure 
will  be  done  throughout  the  duration  of  the  medical  testing.  It 
has  proven  to  be  very  effective  in  handling  the  workload  with  so 
few  personnel.  There  is  a lot  of  team  work  involved  and  there- 
fore no  one  task  will  be  overloaded  since  help  will  arrive  from  a 
previous  task. 

3.3  DP  Form  1966.  Effective  1 July  1975,  the  DD  Form  1966  came 
into  existance  in  the  AFEES.  With  its  entry  into  the  AFEES 
system,  the  USAREC  Form  172R  and  Baltimore  AFEES  Profile  Sheet 
were  elindnated.  In  affect,  the  applicant's  forms  packet  now 
consists  of  an  SF  88,  SF  93,  X-ray  Folder,  Audiogram  card,  and  a 
DD  1966. 

The  only  portion  of  the  DD  1966  that  is  completed  in  the 
medical  section  is  block  18.  More  specifically,  the  profile  code 
(6  digit) , color  of  eyes  and  hair,  and  blood  pressure  measure- 
ments are  recorded  on  this  form.  This  is  done  as  the  applicant  is 
processed  through  the  medical  section. 

As  before  the  applicants  will  bring  their  forms  packet  with 
them  at  the  start  of  medical  testing.  However,  the  applicants 
will  no  longer  hand  carry  anything  out  of  the  medical  section. 
This  is  the  case  because  the  Profile  Sheet  has  been  eliminated. 
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1.0  MEDICAL  PROCESSING 

1.1  General  Description.  As  with  the  manual  medical  processing 
system,  the  exact  same  testing  is  accomplished.  Medical 
Briefing,  Height/Weight,  X-Ray,  Blood  Pressure/Pulse,  Vision, 
Urinalysis,  Serology,  Audio,  Medical  History,  Floor  Exam, 
Profile,  and  Medical  Data  Review  are  all  the  same  as  in  the 
manual  system.  Three  additional  activities  exist  in  the 
automated  system,  however.  These  three  activities  are  Ortho 
Data  Entry,  Free  Text  Data  Entry  and  printing  of  SF  88.  Also, 
Female  Data  Entry  (SF  88)  has  been  introduced  in  the  automated 
system.  Although  the  same  testing  is  accomplished  the 
procedures  relative  to  the  manual  system  are  different  in  the 
automated  system.  These  procedures  are  described  in  the 
subsequent  paragraphs  of  this  report. 

1.2  Interface  Definition.  The  automated  medical  section  will 
receive  all  applicants  to  be  processed  from  the  Reception  and 
Orientation  Section.  Upon  being  "checked  in",  the  applicants 
will  bring  with  them  a packet  containing  a DD  1966,  a set  of 
labels  containing  some  of  the  applicants  basic  information. 
Mental  Test  resuits,  and  a plastic  badge  with  the  applicants 

p re-punched  SSAN.  Upon  completing  medical  processing,  the 
applicant  will  leave  the  medical  section  with  a temporary 
profile  sheet  and  a completed  DD  1966.  The  applicants  will 
then  continue  to  their  respective  service  liaison  or  recruiter. 


2.0  FUNCTIONAL  AREA  TASKS 

2 . 1 Medical  Briefing  Task 

2.1.1  Description.  At  this  station  the  applicants  will  be 
given  the  rest  of  the  contents  to  go  in  their  packets.  An  X-Ray 
envelope,  audiogram  card,  SF  93,  and  clinical  evaluation 
worksheet  make  up  the  rest  of  the  packet  contents.  In  addition, 
the  applicants  will  place  labels  on  the  X-Ray  envelope, 
audiogram  card,  mark  sense  SF  93,  and  the  clinical  evaluation 
worksheet. 

2.1.2  Assigned  Personnel 

2. 1.2.1  Quantity  of  Personnel.  One  medic  will  perform  the 
briefing. 

2. 1.2. 2 Functions  Performed  by  Personnel.  In  addition  the 
procedure  described  in  paragraph  2.1.1  the  briefer  will  also 
instruct  the  applicants  in  filling  out  the  mark  sense  SF  93. 

2.1.3  Equipment  and  Supplies 

2 . 1 . 3 . 1  Equipment.  None . 

2.1. 3.2.  Supplies . Same  as  in  the  manual  system  except  that  a 
mark  sense  SF  93  is  used. 
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2.1.4  Performance  Times.  The  briefing  takes  between  15-30 
minutes  depending  on  the  size  of  the  group  being  briefed. 

2.1.5  Interface  Definition 

2. 1.5.1  Inputs.  The  inputs  to  this  task  consist  of  the  appli- 
cant himself  and  his  forms  packet. 

2. 1.5. 2 Outputs . The  outputs  will  consist  of  a completed  mark 
sense  SF  93  and  a packet  containing  all  the  paperwork  required 
for  medical  processing. 

2.1.6  Bottlenecks.  None . 

2.1.7  Service  Peculiar  Items.  None. 

2.1.8  Remarks . From  this  task  the  applicants  will  continue  on 
to  the  medical  history  review  task.  Normally,  there  will  be  two 
groups  of  applicants  that  will  be  briefed  sequencially . 

2 . 2 Medical  History  Review  Task 

2.2.1  Description.  Everything  accomplished  in  this  task  is 
exactly  the  same  as  in  the  manual  system  except  for  one  minor 
activity.  This  activity  consists  of  collecting  the  Mark  Sense 
SF  93  after  it  has  been  signed  by  the  doctor  and  then  taking 
these  forms  over  to  the  Mental  Test  Section  to  be  read  into' the 
computer  via  an  optical  mark  reader  and  thus  entered  into  the 
computer  data  base.  The  SF  93' s will  be  returned  to  the 
applicant's  packets  while  they  continue  with  their  medical 
processing. 

2. 3 Height/Weight  Task 

2*3.1  Description.  At  this  station  the  height,  weight,  color 
of  eyes  and  hair,  and  build  are  entered  and  stored  in  the 
computer  base. 

2.3.2  Personnel  Assigned 

2. 3. 2. 1 Quantity  of  Personnel.  There  will  be  from  one  to  two 
medics  performing  this  task. 

2. 3. 2. 2 Functions  Performed.  The  data  described  in  paragraph  2.3.1 
will  be  entered  via  a data  entry /display  device  (RT02) . The 
applicant's  plastic  badge  will  be  inserted  into  the  RT02  and  the 
appropriate  entries  are  made  by  keying  in  the  information.  The 
entries  are  then  automatically  entered  into  the  computer  data 
base. 

2.3.3  Equipment  and  Supplies 

2.3. 3.1  Equipment . Along  with  the  height/weight  scale  there  is 
an  RT02  data  entry/display  terminal. 

2 . 3 . 3 . 2 Supplies.  None . 


2*3*4  Performance  Times.  It  takes  from  15-20  seconds  to  make 


and  record  the  measurements  of  this  station. 


2.3.5  Interface  Definition 

2. 3.5.1  Inputs . The  inputs  consist  of  the  applicant's  height, 
weight,  color  of  eyes  and  hair,  and  build. 

2. 3. 5. 2 Outputs . None. 

2.3.6  Bottlenecks . None. 

2.3.7  Service  Peculiar  Items.  None. 

2.3.8  Remarks . From  this  station  the  applicant  will  proceed  to 
the  X-Ray  station. 

2. 4  X-Ray  Task 

2.4.1  Description.  As  in  the  manual  system  the  applicant  will 
receive  a chest  X-Ray  at  this  station. 

2.4.2  Personnel  Assigned 

2.4.2. 1 Quantity  of  Personnel.  Two  medics  will  be  performing 
this  task . 

2. 4. 2. 2 Functions  Performed.  One  medic  will  be  inserting 
badges  into  the  station’s  RTO 2 and  thereby  entering  a negative 
result  into  the  computer  data  base.  Also  this  medic  will  stamp 
a sequence  number  corresponding  to  his  X-Ray  frame  on  the 
applicant's  X-Ray  envelope.  The  other  medic  will  be  simply 
X-Raying  the  applicants. 

2.4.3  Equipment  and  Supplies 

2.4. 3.1  Equipment.  Along  with  the  X-Ray  machines  and  film 
processing  equipment,  there  is  an  RT02  terminal  at  this  station. 

2.4. 3.2  Supplies.  X-Ray  film  and  processing  chemicals  make  up 
the  list  of  supplies  needed. 

2.4.4  Performance  Times.  It  takes  on  the  average  20  seconds  to 
process  an  applicant  through  this  station. 

2.4.5  Interface  Definition.  The  inputs  and  outputs  at  this 
station  are  identical  to  the  manual  system. 

2.4.6  Bottlenecks.  None. 

2.4.7  Service  Peculiar  Items.  None. 

2.4.8  Remarks . The  results  or  developed  X-Rays  are  forwarded 
to  the  Medical  Review  Desk  sometime  later  in  medical  processing. 
If  a positive  result  is  returned,  then  the  result  will  be 
entered  into  the  computer  data  base  as  soon  as  possible, 
otherwise,  the  negative  result  remains  unchanged. 

2.5  Blood  Pressure  and  Pulse 
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cuff  an  RT02  data ^ntry/dfsp lav  t^  StethfscoPe  and  pressure 
2 S T 9 Qnnni  ■ ° n«Y/aisplay  terminal  is  used 
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2-5.5  Interface  Definition 

-.5.1  Inputs.  Same  as  in  manual  system. 

2. 5. 5. 2 Outputs.  None. 

2.5.6  Bottlenecks.  None . 

2'5*7  Service  Peculiar  Items.  None. 

2.5.8  Remarks.  None. 

2.6  Vision  Task 

system,  the 

perception,  and  color-vision  are  stuf 
2*6*2  Personnel  Assigned 

performinf'“SisttaskAb^thnoLflly  two  fo  thre8  "Kdics  wil1  be 
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booklets  .^Farnsworth  lantern  * ""and11?  Vision  testers,  lamps,  test 

ortn  lantern,  and  lensometer,  three  RT02s  will 


make  up  the  list  of  equipment  used. 

2. 6. 3. 2  Supplies  . None. 

2.6.4  Performance  Times.  This  task  takes  one  minute. 

2.6.5  Interface  Definition 

2. 6. 5.1  Inputs . Same  as  In  manual  system. 

2 . 6 . 5 . 2 Outputs . None . 

2.6.6  Bottlenecks . There  will  be  some  waiting  if  only  one 
technician  is  performing  this  task. 

2.6.7  Service  Peculiar  Items.  The  Navy  and  Marine  Corps 
applicants  will  have  to  be  given  a Farnsworth  Lantern  color 
vision  test.  The  results  will  be  inputted  via  an  RT02  into  the 
computer  data  base. 

2.6.8  Remarks . None . 

2. 7 Urinalysis  Task 

2.7.1  Description.  At  this  station  the  applicant's  urine 
sample  will  be  tested. 

2.7.2  Personnel  Assigned 

2. 7. 2.1  Quantity  of  Personnel.  One  medic  will  administer  the 
test  and  input  the  results. 

2. 7. 2. 2 Functions  Performed.  As  he  takes  the  urine  sample  and 
dips  the  uristix  in  it,  the  medic  will  also  insert  the  badge  in 
the  RT02.  As  the  uristix  stick  indicates  either  a positive  or 
negative  result,  this  will  be  keyed  in  on  the  RT02  and  thus 
entered  into  the  computer  data  base. 

2.7.3  Equipment  and  Supplies 

2. 7. 3.1  Equipment.  An  RT02  data  entry /display  terminal  is  used. 

2.7. 3.2  Supplies . Cups  for  urine  samples  and  uristix' s are  the 
only  supplies  required. 

2.7.4  Performance  Times.  It  takes  from  15  to  20  seconds  per 
applicant,  average  time,  to  accomplish  this  task. 

2.7.5  Interface  Definition 

2. 7. 5.1  Inputs.  The  input  of  this  task  consists  of  the 
app 1 i cant' s urine  s amp le . 

2. 7. 5. 2 Outputs . None. 

2.7.6  Bottlenecks.  None. 

2.7.7  Service  Peculiar  Items.  None. 


2.7.8  Remarks.  None 
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2.8.4  Performance  Times, 
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Interface  Definition 
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and  audiogram  card  are  returned  to  the  applicant's  packet. 


2.9.3  Equipment  and  Supplies 

2. 9. 3.1  Equipment.  In  addition  to  the  audiometers  an  RT02  data 
entry /display  terminal  is  used. 

2. 9. 3. 2 Supplies . None. 

2.9.4  Performance  Times.  The  verbal  instructions  and  practice 
given  by  the  medic  takes  approximately  two  minutes.  The  actual 
test  and  the  entering  of  the  results  into  the  computer  data  base 
takes  seven  minutes. 

2.9.3  Interface  Definition 

2. 9. 5.1  Inputs . The  audiogram  card  and  the  applicant  himself 
are  the  only  inputs. 

2. 9. 5. 2 Outputs . The  only  output  is  the  completed  audiogram 
card  reflecting  the  actual  measurements . 

2.9.6  Bottlenecks . Due  to  the  long  duration  of  this  test  there 
exists  a bottleneck  at  this  station. 

2.9.7  Service  Peculiar  Items.  None. 

2.9.8  Remarks . None. 

2.10  Floor  Exam  Task 


2.10.1  Description . This  task  is  identical  to  the  task  in  the 
manual  system.  The  only  difference  is  that  in  this  automated 
system  a clinical  evaluation  worksheet  is  filled  out  instead  of 
an  SF  88  and  collected  alonq  with  the  rest  of  the  applicant's 
packet.  It  takes  just  as  long  as  under  the  manual  system  to 
perform  all  the  necessary  functions. 

2.11  Ortho  Data  Entry  and  Printing  of  SF  88 

2.11.1  Description.  In  this  task  the  orthopedic  data  from  the 
floor  exam  is  inputted  and  the  3F  88  is  printed. 

2.11.2  Personnel  Assigned 

2.11.2.1  Quantity  of  Personnel.  There  are  two  medics 
performing  the  functions  of  this  task.  One  medic  will  be 
entering  data  and  the  other  will  be  pulling  SF  88 's  off  the 
printer. 

2.11.2.2  Functions  Performed.  One  medic  will  receive  the 
packets  along  with  the  clinical  evaluation  worksheet  from  which 
he  obtains  codes  that  are  inputted  in  turn  into  the  data  base 
via  a CRT.  After  all  the  codes  of  a particular  applicant  are 
inputted  the  medic  will  initiate  the  printing  of  an  SF  88.  The 
medic  at  this  station  will  also  input  any  positive  results  from 
X-Ray  and  serology  prior  to  the  printing  of  the  SF  88,  if 
possible.  The  second  medic  will  take  the  printed  SF  88  off  the 
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packet r a?hi^ininnand  the  applicant  his  respective  SF  88  and 
packet.  This  process  continues  until  all  SF  88 's  are  printed. 

2.11.3  Equipment  and  Supplies 

thfijt1  c^t  use d^t2 this6 station? 

08' s' are  Ji^ies^eed^  5or  ^/^sk?1  “*  SF 

12nnut-4aiT~'Vh°rma^Ce  TimeS*  Ifc  takes  approximately  20  seconds  to 
input  all  the  codes  on  the  average.  To  print  an  SF  ftR 
approximately  one  minute.  P 88  xt  takes 

2 • 11 ♦ 5 Interface  Definition 

fron^l  oH^ta^rkSts?0  *“*  312  the  ~deS  *•>»» 

2.11.5.2  Outputs . The  output  is  a printed  SF  88. 

c;e11tLe^erfprinteiSC|paS88'n:nI  £ 15  WUcMt.  arrive  at 
codes  is  a relatively  it  pZss  theS^wi  ?f®ring  the  ?rth° 
for  the  applicants  a£  thei/spT^  tr^LTn^LltT. 

2.11.7  Service  Peculiar  Items.  None. 

2*11.8  Remarks.  None. 

2 *12  Profile  Task 

the^manuff^fystfmT^* The  ^doctor^wi  ll^eview  t£e  S'ls^d?"  “ 

2- 13  Medical  Data  Review  Task 

2.13.1  Description.  This  task  has  not  seen  any  chance  as  a 

Suited  S S^10":  .As  b\fore  311  the  P*<*ets  «e  finally 
medical  section  Shlnt  aa . the  appllcant  prepares  to  exit  the 
copies  of  the  1966  ^,-apFpCant  Wl11  be  piven  his  remaining 
taL  to  his ' re crui terror  Pr°flle  Sheet  "hiCh  he  Wil1 

2*14  Inspection  Only  Task 

pr oce dur eF~S ar f o 1 Towe d^as  in^h^ma  ^ ^ Changed*  The  same 

theref Gti°n  ^amp"  has  already  been  au^omaScany^Jintef^  the 
therefore,  it  need  not  be  stamped  as  before.  The  onlj  added 
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duty  of  the  medic  is  to  enter  any  change  of  status  data  into 
the  computer  data  base  along  with  the  rest  of  the  applicant's 
data.  This  is  done  through  a CRT  which  is  located  at  the 
Medical  Review  Desk.  Since  status  changes  are  few  it  becomes  an 
easy  activity  to  accomplish  at  any  time  that  it  is  convienient 
for  the  medic  involved.  Usually  throughout  the  morning  and 
early  afternoon  will  "inspection  only"  data  be  entered  into  the 
computer  data  base. 

2.15  Free  Text  Data  Entry 

2.15.1  Description.  When  the  SF  R8  is  printed  for  the  first 
time  it  is  clear  of  Free  Text  made  by  any  doctor.  Upon  being 
profiled  the  applicant's  SF  88  will  be  completed  by  the  doctor. 
This  now  have  to  be  inputted  into  the  computer  data  base.  This 
activity  will  be  accomplished  at  this  station. 

2.15.2  Personnel  Assigned 

2.15.2.1  Quantity  of  Personnel.  There  is  one  medic  performing 
the  functions  of  Uiis  task. 

2.15.2.2  Functions  Performed.  Upon  completion  of  their 
physicals,  the  applicant's  packet  with  a copy  of  their  SF  88 
will  be  handed  to  the  medic  performing  this  task.  He  will  in 
turn  take  the  SF  88  and  begin  entering  free  text  data.  This  he 
does  by  keying  in  the  applicant's  SSAN  through  a CRT.  The 
computer  will  respond  and  display  what  data  is  already  in  the 
data  base  and  allows  for  input  of  the  free  text  data. 

2.15.3  Equipment  and  Supplies 

2.15.3.1  Equipment.  The  equipment  list  consists  of  one  CRT. 

2.15.3.2  Supplies . None. 

2.15.4  Performance  Times.  Depending  on  the  number  of 
applicants  physicalled,  Inspected,  and  re-evaluated,  it  will 
take  from  1%  to  hours  to  accomplish  this  task. 

2.15.5  Interface  Definition 

2.15.5.1  Inputs . The  inputs  consist  of  the  applicant's  SF  88 
free  text  data  and  his  SSAN. 

2.15.5.2  Outputs . None. 

2.15.6  Service  Peculiar  Items.  None. 

2.15.7  Bottlenecks . Since  this  is  the  last  activity  of  the 
day,  it  cannot  be  considered  a bottleneck  despite  the  fact  that 
it  is  a time  consuming  task. 

2.15.8  Remarks . None. 

2.16.  Interface  With  Specialists 

2.16.1  Description . As  before  under  the  manual  system,  certain 
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applicants  must  be  scheduled  to  see  a specialist  and  have  his 
X-Ray  reviewed.  Depending  on  the  outcome  of  his  visit,  the 
applicant  s enlistment  status  may  change.  In  all  cases  the 
applicant  is  temporarily  disqualified  prior  to  his  visit  with 
the  specialist  (optometrist,  psychiatrist).  If  the  applicant  is 
determined  qualified  for  enlistment  into  the  Armed  Forces  by  the 
specialist,  then  his  computer  data  base  must  reflect  that  also. 
Therefore,  during  Free  Text  data  entry  these  changes  of  status 
are  entered  and  recorded  in  the  computer  data  base.  Otherwise, 
the  applicant  remains  disqualified  and  no  further  action  is 

required.  Except  for  the  above  this  task  remains  the  same  as  in 
the  manual  system. 
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2.17  Female  Applicant  Processi 

2.17.1  Description.  A female  applicant  will  be  tested  and 
Y P ysicalled  exactly  the  same  way  as  she  was  under  the 
manual  system.  Her  SF  88  will  also  continue  to  be  filled  out 
manually.  However,  the  information  contained  on  the  SF  88  is 
entered  into  the  computer  data  base  even  though  it  was  not 
entered  as  she  was  being  tested.  Using  a CRT,  the  medic 
at  the  Medicai  Review  Desk  will  "key  in"  the  applicant's  SSAN 

on  thi  gpPs?Ceelt0  keY  in"  a11  1116  medical  data  that  appears 
on  t±e  SF  88.  This  will  be  done  as  soon  as  the  female 

Ko^f^3  ar!  fi?ished  beinc5  physicalled  and  their  records  are 
brought  over  to  the  Medical  Review  Desk. 

3.0  GENERAL  COMMENTS 

3.1  Man-Power  Available.  The  Baltimore  AFEES  no  longer  sends 
medics  on  the  Mobile  Examining  Team  (MET)  as  they  did  when  the 

hasUa  tota?eofWaS  ^ ef!ect*  Therefore,  the  medical  section  nov 
.af  .Lu  5 se^en  medlcs  as  opposed  to  five  as  before.  On 
the  other  hand,  the  AFEES  workload  has  increased  substantially 
oince  it  went  into  the  automated  system.  In  effect  the 

workload^  nUmber  of  medics  was  counteracted  by  increase  in 

Telt  r^'ritphvd-PhySi^1S;  sA  neW  gr°Up  °f  ^icants  known  as 
This  nrnnnhy'na!Sv,  T|iP'S  are  beinq  Processed  in  tne  AFEES. 

Ti11  ?eck  ln  as  a11  other  applicants  and  will 

area  thev°wn?  ISdlCal  J!eCtlJ?n*  Up°n  arrivinq  at  tbe  l^dical 
t 1 b fu11  through  the  height/weight  and  X-Ray 

an<?  an£  other  station  if  time  allows.  By  0800  hours 

mllntsTi  ip  be  OUt  °f  the  area  on  their  way  to  be 

mentcil  tested  Approximately  1230  hours  the  group  will  return 

and  win  ccHtiHue  medical  processing.  Unless  the  applicant  has 
failed  his  mental  test  he  will  be  completely  physicalled; 
otherwise  he  will  be  from  the  medical  line  at  whatever  Nation 
he  may  beat  the  time.  The  mental  test  results  usullly  arrive 
s or  y after  1230  hours.  The  medical  processing  itself  is 
exactly  the  same  as  with  any  other  applicant  or  gr^up 
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Appendix  F 


Description  of  the  Manual 


Enlistment  Proces 


1.0  ENLISTMENT  PROCESSING 


1.1  General  Description.  The  Enlistment  Processing  function 
is  defined  as  the  accomplishment  of  those  tasks  performed  on 
and  for  an  applicant  subsequent  to  his  mental  and  medical 
testing.  These  tasks  are  carried  out  by  the  liaison  offices  and 
the  AFEES  Processing  Section  of  the  Baltimore  AFEES . The  AFEES 
Processing  Section  is  comprised  of  the  Processing  Officer,  the 
Reception  and  Orientation  (R&O)  desk,  the  Central  Records  room, 
the  Dura  room,  the  typing  pool,  the  Transportation  clerk,  and 
the  Air  Force  (AF) , Army,  Navy,  and  Marine  Corps  processing 
desks.  The  liaison  offices  for  each  branch  of  service  are 
comprised  of  the  service  liaison  and  recruiters.  The  followinq 
categories  of  tasks  are  accomplished  by  the  Enlistment 
Processing  function: 

C't . Medical  packet  collection  and  disposition. 

b.  Career  counseling/enlistment  packet  preparation. 

c.  Enlistment  packet  collection  and  disposition. 

d.  Contract  preparation/data  transmission. 

e.  Allied  documents/orders  preparation. 

f.  Enlistment  briefing/swearing-in  ceremonies. 

1 . 2  Interface  Definition. 

1.2.1  Applicant/Liaison.  All  contact  between  an  applicant  and 
the  service  liaison  concerning  forms  management,  career 
counseling,  and  enlistment  briefings. 

1.2.2  Recruiter/Liaison . All  verbal  and  written  communication 
between  the  recruiter  and  the  service  liaison  concerning  the 
applicant's  enlistment  processing. 

1.2.3  Liaison/Processinq  Section.  All  information  and  forms 
which  flow  between  the  service  liaison  and  the  Processing 
Section  concerning  applicants'  enlistments. 

1.2.4  Liaison/Medical  Section.  All  information  and  forms 
concerning  applicants  to  be  reevaluated  which  flow  between  the 
service  liaison  and  the  Medical  Section. 

!• 2 . 5 Medical  Section/Processing  Section.  All  information  and 
forms  concerning  both  applicants  and  Medical  Section  operations 
which  flow  between  the  two  sections  of  the  AFEES. 

1-2-6  Processing  Section/USAREC . All  information  and  forms 
concerning  both  applicants  and  AFEES  operations  which  flow 
between  the  Processing  Section  and  the  various  organizations 
under  USAREC  (i.e..  District  Recruiting  Headquarters,  Ha 
USAREC,  etc.).  ' 4 

1'2*7  Processing  Section/External  Agencies.  All  information 


ft,; 


and  forms  concerning  applicants  which  flow  between  the 
Processing  Section  and  various  external  government  agencies 

U.e.,  Selective  Service  Boards,  U.S.  Surgeon  General's  office, 
etc. ) . ’ 


1*2.8  Processing  Section/Applicant, 
concerning  an  applicant's  enlistment 
Processing  Section  and  an  applicant. 


All  information  and  forms 
which  flow  between  the 


1.2.9  Transportation/Travel 
forms  which  flow  between  the 
various  travel  organizations 


Agencies . All  information  and 
Transportation  clerk  and  the 
(i.e.,  airlines,  bus  lines,  etc. 


) . 


J*2*10  Transportation/Lodqinq  Facil  i t.i 
forms  which  flow  between  the  Transportation 
various  local  lodging  facilities. 


All  information  and 
clerk  and  the 


2.0  ENLISTMENT  PROCESSING  TASKS 


2.1 


Medical  Packet  Collection  and  Disposition 


Description.  The  R&O  desk  in  conjunction  with  the 
and disposition  task 

differ  f lu  functions  performed  in  this  task 

^:pT1r^ca!/nDyr„°7lished- The  two 

? ?'°^Dlrect  Enlistment  prooess/na.  " crocess““  «« 

?hf  Pei72°Rnand  pe'f  “ "^^us^ide^bfock  on 

For  those  applicants  going  into  the°DEP  °?hthe  desk* 

liaison  comes  to  the  R&o  desk  anH  r-0+-  - 'DEP-^n)  ^ the  service 
2.2).  The  rest  of  the  packed  Irt  *heir  Packets  (see 

the  AFEES  Processing  Section  to  ha^J^L^  typin9  Pool  of 
SSANs , and  date  of  hfve  *he  aPPla-cants'  names, 

packet.  Once  this  ha^h^I^ at  ion  typed  on  the  front  of  the 

alphabetically  filed  in  the^en^1^!^'  the  Packets  are 
determination.  All  DEP-ln  packet?*1  foom  by  the  date  of 

service  liaison's  office?  *re  flled  in  the  respective 

the  liaison"  sends  ^USAREC1?^6?! /PtoCthS1R^n  E3Ch  afterno°n 
by  name  and  SSAN  those  Splits  to  h , R&°  desk  Which  lista 
This  form  is  given  to  the  Central  rL  V St®d  the  next  daY* 
packets  for  the  non-DEP  appUcaSts  ?sef  ? J1!1*  Wh°  Pulls  the 
in  the  appropriate  service's  stack  Th*  w’ 1,8,2  and  Places  them 
liaison  retrieve  their  stacks  of  rodiwi  *?arine  Corps 

medical  packets  from  the  R&O 


j-i, 


iai£ 


A 


desk  for  further  processing  by  their  respective  offices;  the  AF 
does  not  maintain  medical  packets  in  the  Central  Records  room 
since  all  their  applicants  are  processed  through  the  DEP;  and, 
the  Army's  medical  packets  are  retained  at  the  R&O  desk  for 
subsequent  R&O  processing  the  next  morning  (see  2.1.7). 

2.1.2  Personnel  Assigned 

2. 1.2.1  Quantity  of  Personnel.  Three  (3)  R&O  desk  personnel 
and  one  (1)  Central  Records  clerk  comprise  the  staff  for  the 
medical  packet  collection  and  disposition  task;  however,  at 
times  more  personnel  are  utilized  in  the  Central  Records  when 
either  workload  requires  or  the  staffing  allows. 

2. 1.2. 2 Functions  Performed.  The  R&O  desk  personnel  perform 

the  functions  of:  (1)  quality  control  check  and  "status  code" 
update  for  the  USAREC  172R;  (2)  separation  of  medical  packets 

by  branch  of  service;  and,  (3)  disposition  of  DEP-In  packets  to 
the  liaison  and  non-DEP  packets  to  the  typing  pool.  The  Central 
Records  clerk  performs  the  functions  of:  (1)  locating  packets 

for  non-DEP  applicants  listed  on  the  USAREC  217 's;  (2)  dispo- 
sition of  non-DEP  packets  to  the  liaison;  and,  (3)  filing  non-DEP 
packets  alphabetically  by  the  date  of  determination. 


2.1.3  Equipment  and  Supplies. 


None. 


2m]:4  ?g-rformance  Times.  The  time  required  to  accomplish  the 
medical  packet  collection  and  disposition  task  varies  according 
to  workload  and  the  number  of  DEP-In  applicants.  Normally,  the' 
time  between  the  packet  collection  from  the  AFEES  Medical 
7eZ *nd  the  disposition  of  DEP-In  packets  to  the  liaison  is 

n°°n  to  2 P'm'  The  remaining  non-DEP  packets 
are  taken  to  the  typinn  pool  when  time  allows.  The  time 

required  to  locate  and  pull  non-DEP  medical  packets  in  Central 
Records  is  two  (2)  to  three  (3)  minutes  per  packet  on  the 

the  USAPEC^ th  appx-oximateiy  2 hours  required  to  pull  records  on 
tne  UbAREC  217  s - 2 p.m.  to  4 p.m.  Non-DEP  medical  nackpfc  avo 

^.5lled  the.next  morning  after  receipt  from  the  typing 
pool  with  no  specific  time  frame  followed.  YP  5 

2.1.5  Interface  Definition 

iLk!;1  .ISPffljf-  The  inputs  to  this  task  are:  (1)  the  medical 
packets  from  the  AFEES  Medical  Section  to  the  RsO  desk-  m the 

S c™tPaf?tS  °?  n°n'DEP  applicants  from  the  typing  pool  t^ 

,? en^ral  Rfcoros  room;  and,  (3)  the  USAREC  217’s  from  the 
service's  liaison  to  Central  Records. 

.1.5.2  Outputs . The  outputs  from  this  task  are:  (1)  the 

°f  ?EP'In  applicants  retrieved  Sy  the  slice's 

liaison;  (2)  the  medical  packets  of  non-DEP  aonlirantJ 

applicants^retrie ved )byhtheieservice^s^liaison?^reCt  6nlistment 

qual'ity^cBntrol^Heck^of  Se^SArec^R  ?fThtLiSf»«ion  2" 
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accomplished  either  the  same  afternoon  as  the  receipt  of  the 
medical  packets  from  the  AFEES  Medical  Section  or  the  following 
morning.  Whether  or  not  this  function  creates  a bottleneck 
depends  on  staffing  at  the  R&O  desk  and  daily  workload. 

2. 1. V Service  Peculiar  Items.  Since  all  Army  applicants 
process  through  the  R&O  desk  each  day,  the  Army  liaisons  do  not 
pick  up  the  medical  packets  of  non-DEP  applicants  listed  on  the 
USAREC  217.  Instead,  the  non-DEP  Army  applicants  report  to  the 
R&O  desk  and  begin  their  processing  for  entry  into  active  duty; 
DEP  applicants  for  the  other  services  begin  this  processing  by 
reporting  to  their  service  liaison. 


2.1.8  Remarks 

2 . 1 . 8 . 1 Time  Constraints.  The  functions  of  USAREC  172R 
quality  control  check  and  non-DEP  medical  packet  filinq  are 
accomplished  on  an  "as  time  allows"  basis.  The  remaining 
functions  of  the  medical  packet  collection  and  disposition  task 
are  integral  parts  of  other  Enlistment  Processing  tasks  and, 
herefore,  are  time  constrained.  Overall,  the  functions  per- 
rmed  in  this  task  are  efficiently  accomplished. 

the  * USARE^~Form  A11  f°Ur  {4)  branches  of  service  use 

the  USAREC  Form  217  (Applicant  Projection  Sheet)  and  submit 

them  daily  to  the  R&O  desk;  however,  only  the  Army,  Navy,  and 

Marine  Corps  have  applicants  listed  for  which  medical  packets 

must  be  pulled  from  Central  Records.  The  AF  processes  all  its 

!nPtieaCentSrRthe  ,DEP'  and'  theref°re'  maintains  no  records 

folSwiSg  r°0,n-  ThS  USAREC  F°rm  217  contains  the 


a.  Applicant's  full  name 

b . SSAN 

c . Sex  and  race 

d.  Mental,  medical,  and  enlistment  processing  data 

etc  ernarks  DEP-ln,  DEP-Out,  direct  enlistment. 


Packet  Filing.  The  Central  Records  room  maintains 

sH  F F " 

lnt°  a=tiVe  d“ty;  no  other 

coliected^fr^i  / medical  Packet,  when  it  is 

9-“  a™2insRS?hedeSu£or:inr?cSf  MediCal  Se0ti°n' 


a.  USAREC  Form  172 R 

b.  SF  88 


c.  SF  93 

d.  Audio  card 

e.  X-ray  envelope 

2 . 2 Career  Counseling/Enlistment  Packet  Preparation 

2.2.1  Task  Description.  The  service  liaison  for  each  branch 
of  service  in  conjunction  with  its  recruiters  accomplish  the 
career  counseling/enlistment  packet  preparation  task.  Functions, 
within  the  task  vary  according  to  branch  of  service,*  however, 
the  varying  functions  attain  the  same  goal  of  processing  the 
applicant  into  the  service.  The  overall  functions  of  this  task 
are  to:  (1)  counsel  the  applicant  on  the  terms  of  the 
enlistment  (i.e.,  options,  schooling,  committments,  etc.);  and, 
(2)  prepare  the  forms  required  for  enlistment  processing.  Once 
the  applicant  completes  medical  processing  at  the  AFEES,  he  is 
given  a medical  profile  slip  and  directed  to  return  to  his 
liaison  for  further  processing.  The  following 

subparagraphs  delineate  those  processing  according  to  the  four 
(4)  types  of  processees:  (1)  medical  failures;  (2)  DEP-In;  (3) 
DEP-Out;  and,  (4)  direct  enlistment. 

2. 2. 1.1  Medical  Failures.  If  the  applicant  has  failed  the 
medical  test,  as  indicated  on  the  medical  profile  slip,  he 
falls  into  one  of  two  categories:  (1)  medical  consultation 
warranted;  or,  (2)  rejected  for  entry.  An  applicant  in  the 
latter  category  is  sent  home,  and  his  enlistment  packet  is 
annotated  to  reflect  rejection  for  entry  into  the  Armed  Forces. 
If  a medical  consultation  is  warranted,  the  service  liaison 
contacts  the  AFEES  Kedical  Section  to  set  up  an  appointment  for 
the  consultation,  and  sends  the  applicant  home  with 
instructions  to  return  for  that  appointment.  The  afternoon 
prior  to  the  applicant's  return,  the  liaison  lists  the 
applicant ' name  on  the  applicant  projection  list  (USAREC  217) 
sent  to  the  R&O  desk  so  that  the  medical  packet  may  be  pulled. 
The  morning  of  the  consultation  appointment,  the  applicant 
picks  up  his  medical  packet  and  continues  processing. 

2- 2. 1.2  DEP-In.  For  DEP-In  applicants  found  fully  qualified, 
the  service  liaison  retrieves  the  applicants'  medical  packets 
from  the  R&O  desk,  and  discusses  schooling,  options,  and  other 
enlistment  factors  with  each  applicant.  Once  these  items  are 
ascertained,  the  liaison  completes  and/or  updates  the  forms 
required  for  enlistment  processing.  After  reviewing  these 
forms  with  the  applicant,  the  liaison  combines  them  with  the 
medical  folder  to  form  the  applicant's  enlistment  packet. 

Next,  the  liaison  takes  the  applicant  and  his  enlistment  packet 
to  that  service's  desk  in  the  AFEES  Processing  Section  for 
further  processing  (see  2.3).  Later  in  the  day,  the  applicants 
are  sworn  into  the  DEP  (see  2.6),  and  the  DEP-In  enlistment 
packets  are  filed  in  the  liaison's  files. 

2.2. 1.3  DEP-Out.  For  DEP-Out  applicants,  their  mental/medical 
qualifications  and  enlistment  options  have  been  determined 
prior  to  entering  the  DEP.  The  afternoon  prior  to  the 


applicant's  return  for  enlistment  processing  into  active  duty, 
the  DEP-Out  applicant's  name  is  listed  on  the  USAREC  217  by  the 
liaison  and  sent  to  the  R&O  desk.  The  following  morning,  the 
applicant  reports  to  ttie  liaison  and  picks  up  his  enlistment 
packet.  From  he_e,  the  applicant  is  taken  to  the  AFEES  Medical 
Section  for  a physical  inspection.  If  the  DEP-Out  applicant 
fails  the  inspection,  he  is  processed  similar  to  that  of  a 
medical  failure  (see  2. 2. 1.1).  Otherwise,  the  applicant  returns 
to  the  liaison  with  his  enlistment  packet  containing  an  updated 
SF  88.  The  liaison  updates  the  DD4  worksheet  and  USAREC  172R, 
plus  any  additional  forms  that  require  updating,  and  again 
reviews  all  the  forms  with  the  applicant.  Next,  the  liaison 
takes  the  applicant  and  his  enlistment  packet  to  that  service's 
desk  of  the  AFEES  Processing  Section  for  further  processing 
(see  2.3).  Later  in  the  day,  the  applicant  is  discharged  from 
the  DEP  and  sworn  into  active  duty  (see  2.6). 

2. 2. 1.4  Direct  Enlistment.  Direct  enlistment  applicants  are 
processed  similar  to  DEP  applicants  (see  2. 2. 1.2  and  2. 2.1.3) 
except  that:  (1)  the  medical  packets  are  filed  in  Central 
Records;  (2)  the  liaison  must  submit  a USAREC  217  to  have  their 
medical  records  pulled;  (3)  the  applicant  is  not  sworn  into  or 
discharged  from  the  DEP;  and,  (4)  the  applicant  has  no 
specified  date  to  return  for  his  enlistment  processing  into 
active  duty. 

2.2.2  Personnel  Assigned 

2.2.2. 1 Quantity  of  Personnel.  The  only  AFEES  personnel 
assigned  to  this  task  is  the  Processing  Officer  who  conducts 
the  "one-on-one  interviews"  with  Army  applicants  (see  2. 2. 7. 3). 
The  other  personnel  involved  in  the  task  are  the  liaisons  and 
recruiters  who  are  not  assigned  to  the  AFEES. 

2.2. 2.2  Functions  Performed.  Career  counseling  concerning 
enlistment  factors  and  the  initiation  of  forms  required  for 
enlistment  processing  are  the  two  functions  performed  under 
this  task. 

2.2.3  Equipment  and  Supplies 

2. 2. 3.1  Equipment . The  Army  liaison  utilizes  remote 
communication  terminals  under  the  Project  REQUEST  system  (see 
2. 2. 7.1) . 

2.2. 3.2  Supplies . The  supplies  expended  in  this  task  are  the 
forms  comprising  the  applicant's  enlistment  packet. 

2.2.4  Performance  Times.  The  time  required  to  accomplish  the 
career  counseling/enlistment  packet  preparation  task  varies 
according  to  the  requirements  of  the  applicant.  On  the  average, 
however,  the  functions  performed  in  this  task  are  accomplished 
in  two  (2)  hours.  The  only  time  constraint  imposed  by  the  AFEES 
is  that  all  enlistment  packets  must  be  submitted  to  the  AFEES 
Processing  Section  before  3 p.m.  each  day.  A factor  for 
consideration,  however,  is  the  shipping  time  for  enlistees  to 
the  appropriate  reception  centers. 
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2.2.5  Interface  Definition 

2*2:^*1  Inputs.  The  inputs  to  this  task  are:  (1)  the 

f pro,file  sliP  from  the  AFEES  Medical  Section;  (2) 

f^on,  f°m  the  R&0  desk;  (3)  the  “Plated  SF  88 

centraUz^  Shoei1Ca^  S^Ction;  (4)  schooling  information  from 
centralized  school  selection  systems  (see  2.2.7  1)*  (5) 

completed  enlistment  forms  from  the  recruiters ;* and , (6)  typed 
Section tS  3nd  allled  documents  from  the  AFEES  Processing 

2-2.5.2  Outputs . The  outputs  from  this  task  are:  (1)  the 
applicant  projection  lists  (USAREC  217)  to  the  R&O  desk-  (2) 
requests  f°r  medical  consultation  appointments  to  the  AFEES 

<3)  the  enli3?ment  P-^ts°toth?hf^ES 

2*2*6  Bottlenecks.  Overall,  the  functions  in  the  career 

counseling/  enlistment  packet  preparation  task  are  efficients 

accompli shea;  however,  bottlenecks  do  occur  in  the  career  Y 

?°™etinVnd  f0rms  review  functions  due  to  the  nature  of 

cSncerninf^r-nV0?  aPPlicant  individually  counted 
concerning  his  enlistment  into  the  Armed  Forces  = nd 

processing. time  COnsumi"‘’'  ^us  creating  a bottleneck  a the 
2.2.7  Service  Peculiar  Items 

2. 2. 7.1  Centralized  School  Select-inn  „ , , 

service  hai~a  centralized  tnhnnf?  ^5tems  Each  branch  of 

KSSii^  S crL“?»  - » ” 

calls  to  asrertLn  thff  - ^ Kandolph  AFB,  TX,  where  the  liaison 

2a2T2c°£ro1  Sst^lsfonnSismatfin=n;ioTS? Kavy  liaison  calls 

the ! DEP  biyi^A„^1L?1FveaPSnyCa';rearethPrOCeSSed  th™<* 
enlistments);  thus,  the  AF  lia,'  ^ . e*'  there  are  no  direct 

Ms  applicails  ^'no^s^ch^rnhe^^SSn^sT^^a^ 
the  R&o  desk.  In  addition  Y®  . AREC  f17  submitted  to 

active  duty  enlistees.  * liaison  maintains  a file  for 

"^;3tn-o^'eI^vnLIgnaln,irWS-,eha11  apPlicants  receive  a 
their  enlistments  into  active  duty  Th^AF^2"2  th®  terms  of 
Corps  have  their  liaison  conduct  lu ■ ,h^  AF'  ^avy , and  Marine 
applicant's  enlistment  Thn  a tu1S  lnterview  prior  to  the 
Processing  Officer  or  an  E 7 ' kowever'  uses  the  AFEES 

and  schedules  its  applicants  fot  thc^  t0  Conduct  its  interview. 
Army  desk  of  the  AFEES  ProcLfiL  s^ti  thr°u^  the 

purposes  of  the  "one-on-one " i^erview  a?e  2*3‘1-2)-  The 
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*.  ■ „hat-  has  been  promised  to  the  applicant  and 

a.  Ascertain  what  has  y h is  reCeiving. 

insure  this  corresponds  with  what  he 

b.  Reverify  the  applicant's  criminal  record  and  police 
check  (Form  369). 

e.  counsel  the  applicant  concerning  false  statements  and 
fraudulent  enlistment. 

d.  Check  the  paperwork  for  completeness,  format,  and 
congruency  with  other  forms. 

Answer  any  questions  the  applicant  may  have  J°"c“"ing 
enli^me^  his  military  career,  future  processrng  (for  DEP 

applicants),  etc. 

2 . 2 . 7 . 4 nr.P-Out  Applicants.  J^^^desk^ instead  of  ""being 
Out  applicants  are  retaine  of  the  AF/  Navy,  and  Marine 

taken  by  the  liaison  as  in  1 . DEP-Out  applicants  process 

Corps;  this  is  done  since  the  Y fcaken  toPthe  AFEES  Medical 
through  the  R&O  desk  prior  . For  the  other  three  (3) 

service  s the" DEP  -OutS  app  1 i c an  t ® P^^ di  rec t ly r th^  AFEES^6  ^ 

ill . “5  d' teVine  Corps  i ™ 

Instead!  felons  of  the 

processing  desk  (see  2.3). 

2.2.8  Remarks.  The  functions  Permed  in 

=S"S  g mstaatr*  - 

2.3  Enlistment  Packet  Collection  and  Disposition 

o , i Task  Description.  The  AFEES  Processing ^ Section 
maintains  an  AF,  A?m~ and  Navy  desk  to  accomplish  t^^ 
enlistment  packet  collection  and  dispositi  coordinate 

activities  between  the  liaison  and  the  AFEES  Processing  Sec- 
tion’  (2)  prepare  applicant  workflow  sheets;  ( 
various  stations  of  the  AFEES  Processing  Section  with  data 
worksheets  for  forms  completion;  (4) 

for  "one-on-one"  interviews  with  the  AFEES  Processing 
(5)  schedule  the  swearing-in  ceremonies  for  each  branch 
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service;  and,  (6)  distribute  enlistment  packets  and  copies  of 

the  same  appropriately.  , pmrpqqina  Section  Activities. 

2. 3. 1.1  Coordinate  Liaison/AFEES  Processing  r irlin.-itr — 

The  overall  function  of  each  processing  desK  is  to^coordinate 
the  activities  of  the  AFEES  Processing  Section  with  the 
liaison  and  vice  versa.  This  covers  contract  preparation, 
orders  preparation,  travel  arrangements,  and  swearing-in 

ceremonies^  „ ^ workflow  Sheets.  Each  processing 

desk  prepare?  Al'i  applicant  worxilow  sheet.  This 
sheetPenables  the  desk  to  coordinate  the  information  and 
activities  needed  to  enlist  an  applicant.  In  addition,  this 
workflow  sheet  provides  data  required  by  the  °rd“  the 

transportation  clerks  in  their  ta~ks  (see  2.5).  Gener  y, 
workflow  sheet  contains  the  following  information: 

a.  Applicant's  full  name 

c.  Enlistment  information  (i.e.,  active  duty,  DEP-In,  DEP 
Out,  job,  term  of  enlistment,  reception  center,  etc.) 

d.  Other  remarks  (i.e.,  prior  service,  home  of  reco  , 
notes  on  enlistment  processing  completed,  etc.) 

2 3 1.3  Data  Worksheets  Disposition.  The  processing  desks 
provide  the  other  AFEES  Processing  Section  stations  with  data 
worksheets  for  forms  completion.  They  provide  the  orders  oi erk 
with  a worksheet  for  each  branch  of  service  so  that  orders  "jay 
be  cut;  in  some  cases,  this  worksheet  is  the  applicant  workflo 
sheet  (see  2. 3. 1.2).  The  processing  desks  provide  the 
transportation  clerk  with  a copy  of  the  applicant  work  1 
sheet  for  travel/lodging  arrangements.  They  collate  the  DD4 
worksheet  with  the  USAREC  172R  and  give  these  to  the  Dura  room 
for  contract  typing.  Finally,  they  provide  the  typing  pool  with 
emergency  data  record  worksheets  for  typing. 

2. 3. 1.4  Schedule  "One-on-One”  Interviews.  The  Army  processing 
desk  is  tasked  with  scheduling  Army  applicants  for  'one-on-one 
interviews  with  the  AFEES  Processing  Officer.  In  addition,  the 
desk  provides  the  AFEES  Processing  Officer  with  the  forms  and 
documents  required  for  the  interview  (see  2. 2. 7.3)  . Generally, 
three  (3)  applicants  are  scheduled  at  a time  with  each  _ 
sequentially  interviewed  by  the  officer.  After  each  applicant 
has  been  interviewed,  the  workflow  sheet  is  annotated  to  denote 
completion  of  this  processing. 

2. 3. 1.5  Schedule  Swearing-In  Ceremonies.  When  the  workflow 
sheet  for  a particular  branch  of  service  denotes  that  all 
applicants  have  completed  enlistment  processing  except 
swearing-in,  the  processing  desk  schedules  the  swearing-in 
cermony.  The  AFEES  Processing  Officer  performs  the  duties  of _ 
the  swearing-in  officer  and  conducts  the  preenlistment  briefing 
of  the  enlistees  (see  2.6).  Usually,  each  branch  of  service  has 
a separate  ceremony;  however,  the  ceremony  may  be  conducted  for 
multiple  services  concurrently.  Once  the  applicant  has  been 
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work? low ' sheet . Processdn9  ^ also  noted  on  the  applicant 
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2.3.5  Interface  Definition 

2.3. 5.1  Inputs.  The  inputs  to  this  task  are:  (1)  the 

applicant enlistment  packets  from  the  liaison  to  the  processing 
desk;  (2)  the  enlistment  contracts  (DD  Form  4)  from  the  Dura 
room  to  the  processing  desk;  and,  (3)  allied  documents  and 
orders  from  the  typing  pool  to  the  processing  desks. 

2. 3.5.2  Outputs.  The  outputs  from  this  task  are:  (1)  the 

applicant  workflow  sheets  to  the  orders  and  Transportation 
clerks;  (2)  the  DD4  worksheets  and  USAREC  172-R  to  the  Dura 
room;  (3)  the  applicant  enlistment  packets  to  the  respective 
service  liaison;  (4)  copies  of  the  enlistment  packets  to  the 
appropriate  personnel  centers;  and,  (5)  the  SF  88  copies  sent 
to  the  U.S.  Surgeon  General's  office. 

2.3.6  Bottlenecks.  There  are  no  significant  bottlenecks  in 
the  service  desk  processing  task.  The  only  delays  present  are 
those  inherent  in  forms  preparation  (i.e,  orders,  DD4 
contracts,  etc.). 

2.3.7  Service  Peculiar  Items 

2. 3. 7.1  Processing  Desks"  Only  the  Army,  Navy,  and  AF 
maintain  a processing  desk  in  the  AFEES  Processing  Section.  The 
Marine  Corps  liaison  performs  the  coordination  duties  normally 
accomplished  by  these  desks.  Additionally,  the  AF  and  Navy 
desks  are  combined  and  handled  by  only  one  person. 

2. 3. 7. 2 Workflow  Sheet  Preparation.  Currently,  both  the  Navy 
and  the  Marine  Corps  liaison  prepare  the  applicant  workflow 
sheets  for  their  respective  branch  of  service.  These  are  given 
to  the  AF  desk  along  with  the  enlistment  packets  for  processing 
coordination.  The  AF  and  Army  desks  prepare  their  own  workflow 
sheets  from  the  enlistment  packets  provided  them  by  the 
liaison . 

2.3.8  Remarks 

2. 3. 8.1  Workflow  Sheet  Annotation.  The  workflow  sheets 
provide  the  processing  desks  with  the  vehicle  to  coordinate  and 
control  applicant  processing.  At  the  completion  of  each  phase 
of  Enlistment  Processing,  the  workflow  sheet  is  annotated  to 
reflect  processing  accomplished.  This  insures  the  complete 
processing  of  an  applicant  prior  to  his  swearing-in  ceremony. 

2. 3. 8.2  Handcarried  Enlistment  Packets.  When  a group  of 
enlistees  is  ready  to  depart  the  AFEES  for  their  Reception 
Center,  one  individual,  termed  a group  leader  (this  is  usually 
denoted  on  the  workflow  sheet  by  the  liaison) , is  given  all  the 
enlistment  packets  of  the  individuals  in  the  group;  it  is  then 


the  group  leader's  responsibility  to  handcarry  these 
the  Reception  Center.  Sometimes,  however,  individual 
handcarry  their  own  packets  to  the  Reception  Center; 
most  frequently  done  by  Army  applicants. 


packets  to 
applicants 
this  is 


2 . 4 Contract  Preparation/Data  Transmission 

2.4.1  Task  Description.  The  Dura  room  of  the  AFEES  Processing 
Section  has  the  responsibility  for  contract  (DD4)  preparation 
and  data  transmission.  Overall,  the  Dura  room's  function  is  to 
enter  data  for  {subsequent  transmission  to  Hq  USAREC;  however, 
the  typed  DD4  contract  is  a byproduct  of  this  function.  The 
data  entry  function  can  be  subdivided  into  three  (3)  separate 
types:  (1)  DD4  data;  (2)  USAREC  172R  data;  and,  (3)  operational 
reports  data.  The  final  product  of  these  data  entry  functions 
is  a daily  data  transmission  to  Hq  USAREC  under  its  Mechanized 
Reporting  System  (MRS) . 


2. 4. 1.1  DD4  Preparation/Data  Entry.  For  all  applicants 
enlisted  into  either  the  DEP  or  active  duty,  a typed  DD4 
contract  is  prepared  by  the  Dura  room.  Using  a Dura  papertape 
machine,  the  contract  is  prepared  as  a byproduct  to  the  entry 
of  data  onto  the  papertape.  The  machine  has  a "program  tape 
for  DD4  data  entry  which  spaces  and  tabs  for  the  operator  and 
the  required  data  and  format  is  specified  in  USAREC  Regulation 
680-1,  dated  1 July  1974.  The  operators  are  provided  a DD4 
worksheet  for  each  applicant  enlisted  that  day;  these . 
worksheets  are  brought  to  the  Dura  room  from  the  service 
nT-ocessing  desks  and  contain  the  information  required  to 
complete  the  DD4  contract.  Once  the  contract  has  been  typed,  it 
is  returned  to  the  appropriate  service  desk  either  in  a group 
of  contracts  or  individually;  the  DD4  worksheet  is  returned 
only  if  the  applicant  has  enlisted  into  the  DEP  (see  2.4. 8.6). 


2. 4. 1.2  USAREC  172-R  Data  Entry.  All  applicants  processed  at 
the  AFEES  have  the  data  from  their  USAREC  172R  entered  onto  the 
paper  tape  and  transmitted  to  Hq  USAREC.  The  operators  are 
provided  a copy  of  the  USAREC  172R  for  each  applicant;  these 
copies  are  brought  to  the  Dura  room  from  the  service  processing 
desks  and  contain  the  data  required  for  transmission  as 
specified  by  USAREC  Regulation  680-1.  The  Dura  machine  has 
another  "program  tape"  for  USAREC  172R  which  operates  similar 
to  that  for  the  DD4 . Unlike  the  DD4  data  entry,  no  typed 
byproduct  is  produced  by  this  data  entry  function.  There  are 
two  (2)  types  of  USAREC  172R  data,  Section  I and  Section  II, 
and  they  are  delineated  as  follows: 


a.  Section  I - data  for  all  applicants  given  pre- 
enlistment examinations,  including  those  applicants  examined  at 
a MET  site. 

b.  Section  II  - data  for  applicants  enlisted  into  active 
duty  (i.e.,  DEP-Outs  and  direct  enlistments),  and  those 
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applicants  for  any  of  the  following  programs:  (1)  Army  Student 
Nurse;  (2)  Walter  Reed  Army  Institute  of  Nursing;  and,  (3)  WAC 
Student  Officer. 

Once  this  data  has  been  entered  onto  the  papertape,  the  USAREC 
172R  is  annotated  to  reflect  data  entry  completed  and  returned 
to  the  service  processing  desk. 

2. 4. 1.3  Operational  Reports.  In  addition  to  the  daily  data 
entry  functions  for  the  DD4s  and  USAREC  172RS  the  Dura  room  is 
responsible  for  entering  data  for  certain  operational  reports. 

These  reports  vary  in  content  and  reporting  periods,  and 
include  the  following: 

a.  Machine  Utilization  Report  - specifies  the  daily 
productive  and  downtime  hours  of  the  Dura  machines;  submitted 
weekly. 

b.  Public  Voucher  for  Medical  Examinations  - specifies 
medical  services  obtained  from  fee-basis  physicians;  submitted 
monthly . 

c.  Subsistence  and  Lodging  Report  - specifies  the 
expenditures  for  meals  and  lodging  provided  AFEES  applicants; 
submitted  monthly. 

d.  AFEES  Operational  Report  - specifies  by  branch  of 

service  and  total  the  number  of:  ( 1) male/female  projections; 

(2)  no-shows;  (3)  add-ons;  (4)  walk-ins;  (5)  total 
initial/previously  processed;  (6)  dual  process;  (7)  USN/AF  Test 
AFEES;  (8)  Active  MET  sites;  (9)  medicals  outside  AFEES;  (10) 
male/female  consults;  (11)  no-shows  for  consults;  and  (12)  any 
remarks.  This  report  is  submitted  both  weekly  and  monthly  in 
composite  form. 

2. 4. 1.4  Data  Transmission.  After  all  DD4  and  USAREC  172R  data 
has  been  entered  onto  the  papertape,  a "master  tape"  is  created 
for  data  transmission  to  Hq  USAREC.  Concurrently,  a hardcopy 
listing  of  the  data  is  produced  for  error  and  format  checks  as 
well  as  future  reference.  In  the  late  afternoon,  the  master  tape 
is  loaded  on  a tape-to-tape  communication  device  (see  2. 4. 3.1)  for 
subsequent  transmission.  Later,  the  A^EES  is  polled  and  the  data 
is  transmitted  to  Hq  USAREC  over  telephone  lines.  Both  the  master 
tape  and  the  hardcopy  listing  are  stored  at  the  AFEES  for  future 
reference;  the  master  tape  is  retained  for  thirty  (30)  days,  and 
the  listing  is  retained  for  one  (1)  year.  The  procedures  for  data 
transmission  are  specified  in  USAREC  Regulation  680-1,  dated  1 
July  1974. 

2.4.2  Personnel  Assigned 

2.4. 2.1  Quantity  of  Personnel.  There  are  five  {5)  Dura 
operators  and  one  TD  supervisor  assigned  to  accomplish  the 
contract  preparation/data  transmission  task. 

2.4. 2.2  Functions  Performed.  The  functions  performed  in  this 

task  are  concerned  with  the  data  entry  of:  (1)  DD4  data;  (2) 

USAREC  172R  data;  and,  ( 3) . operational  report  data.  In  addition, 
(1)  typed  DD4  contracts  are  produced  as  a byproduct  of  the  DD4 
data  entry,  (2)  a master  tape  and  hardcopy  listing  is  created 


-wg  - 

-’wK- "T  ■■  . .... 


' " 1 '4! 


for  future  reference  and  transmission,  and  (3)  corrections  of 
previous  transmissions  are  entered  and  transmitted  (see 
2. 4. 8. 3)  . 

2.4.3  Equipmeit  and  Supplies 

2. 4. 3.1  Equip nent . To  create  the  papertape  for  data 
transmission,  6 Dura  machines  are  utilized;  these  are 
"programmable"  machines  which  produce  both  a papertape  and 
hardcopy  of  entered  data.  To  transmit  the  data,  one  Data  Speed 
Type  5 tape-to-tape  communication  device  is  used. 

4* 3.2  Supplies . The  supplies  expended  in  this  task  are:  (1) 
the  DD4  contracts;  (2)  the  papertape  on  which  data  is  punched; 

(3)  the  ribbons  for  the  Dura  machines;  and  (4)  paper  for  the 
hardcopy  listings  of  entered  data. 

2.4.4  Performance  Times.  The  overall  time  required  to  fully 
complete  this  task  varies  depending  upon  workload,  staffing,  and 
machine  availability.  However,  a breakdown  of  the  average  time 
required  per  function  is  as  follows: 

a.  The  time  required  to  enter  either  DD4  or  USAREC  172R 
data  is  between  five  (5)  and  seven  (7)  minutes  per  applicant 
with  the  DD4  function  beinq  the  longer  due  to  a finished 
contract  being  typed. 

b.  The  time  required  to  prepare  the  operational  reports 
varies  with  the  type  of  report  being  processed  due  to  format  and 
content. 

c.  Approximately  twenty  (20)  minutes  per  day  is  devoted  to 
correcting  transmission  errors;  this  is  if  all  five  (5) 
operators  work  on  transmission  errors  simultaneously;  the  total 
time  for  error  corrections  is  between  one  (1)  and  two  (2)  hours 
oer  day. 

d.  Thirty  (30)  to  forty-five  (45)  minutes  per  dav  is 
required  to  create  the  "master  tape"  and  hardcopy  listing. 

e.  The  time  required  to  transmit  the  master  tape  data 
varies  with  the  day's  workload;  however,  on  the  average  the  Data 
Speed  will  transmit  ten  (10)  records  per  minute  (i.e.,  DD4 . 
USAREC  172K  Section  I,  etc.). 

2.4.5  Interface  Definition 

2.4. 5.1  Inputs . The  inputs  to  this  task  are;  (1)  DD4 

worksheets;  (2)  copies  of  the  USAREC  172R;  (3)  operational 

report  worksheets;  and,  (4)  error  correction  requests  from  Hq 
USAREC. 

2. 4. 5. 2 Outputs . The  output  from  this  task  are:  (1)  typed  DD4 

contracts;  (2)  annotated  USAREC  172Rs;  (3)  DEP  DD4  worksheets; 

(4)  the  hardcopy  listing  and  papertape  created  by  data  entry; 
and,  (5)  data  transmitted  to  Hq  USAREC. 

2*4.6  Bottlenecks.  Due  to  the  nature  of  the  task  a bottleneck 
m processing  applicants  is  created  by  the  Dura  room;  this 
evolves  from  the  entry  of  data  and  the  requirement  for  typed  DD4 
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contracts.  The 

asi9— aate  tsee  a-  ■ 

— - None. 


2.4.7  Service__Peculiar__Iteir!S. 
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2 4.8  Remarks  i in']  En*^~T^i  a 

o*4  8 1 European  Area  . riTTfrthr  <-ransnasaion  European 

Baltimore  into  activeoduty  by  the  DD4s  from 
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these^enlistments  are  received  by ^the  using an 
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entered  on  papertape  for  “a^  n<jt  produce  a hardcopy  ^ both 

" abbreviated^progr  ^ £ormats  “eJ^rtiL  in  fr°m  three  t0 

DD4'  and  the  papertape.  The  a the  European  Area 

the  DD4  and  ^/contract.  Data  *5?^  the  normal  AFEES 

five  minute  =>  per  transmitted  with  tne 

Recruiting  Co^tt  a separate  identify ier.  transmitted  by  the 

transmission  Transmission.  The  rep  appropriate  section 

^S«S5S.S.U" 

Report  which  i either  format  or 

room  personnel.  All  er£orf '^EC  are  reported  back 

2 . 4 . 8 . 3 Err^^j£ra5€-ect.jd  by  Hq  U^ECa^ade  /The  error 

transmission,  error  corrections  may  communication 

to  the  AFEES  so  that  erro^  ^ ^ AFEES  via  a dex  the 

correction  request  ls  tasked  with  cor  itting  the 

device , and  the  Our  tape,  and  re  . 

record (s ) , using  with  a normal  tra: n mitted  to  Hq 

record  (s)  to  Hq  itor  Backlog.  Thc  data  dn(]  The  order  of 
2.4. 8.4-  HaSE^iiTi^tnsmission  reggrting^  ™ II  data; 
USAREC  has  a priority  for  USAREC  17JR  ^10  ^ are 

SUi C I72R,  section  I data  AtrPareHiss  Sectio: 
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staffing,  and  cklogged  and  transmitted  wi  situation  and 

this  data  may  be^  room9|re^uently  ehd°“g^c  the  same  day  as 
workdays;  the  tion  T data  to  Hq  USARt  backi0g  for  this 

does  not  transmit  Sect  ion  ^ ^ one  tine>  the  backlog 

Ttf waf?^  M •;  The  Dura  f ch ;ines^re  -pable  of 

addition  » suppressing  Printiniiows 
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.a*  .DD*  program  - automatically  formats  and  prints  a DD4 
ontract  while  providing  appropriate  data  entry  onto  papertape. 

b.  USAREC  172R  program  - automatically  formats  and  provides 
printing3te  data  entry  °nt°  PaPeratape  while  supressing 

c.  Operational  reports  program  - automatically  formats  and 

printina  o?P^rlate,data  entry  0nt0  P^ape  while  e™er 
printing  or  not  printing  report  as  required  (varies  by  report) 

and  u4AR^bT7V2RatornPr°grr  ^ " fUnCti0n  ^ the  DD4 

ano.  USAREC  172R  program  tapes  but  do  not  print  either-  used  for 

error  corrections  and  European  enlistments  transmissions. 

the  s;Para?eeda^Penr°gram  \creates  duplicate  master  tape  from 
of  a ?Sdccpy  PapertaPes  and  all°ws  for  the  printout 

aDD,f’4:!:6  PEP DP 4 Worksheets.  The  DD4  worksheets  for  DEP 

return^}1?',  ^llke  those  for  active  duty  enlistments,  are 
turned  to  the  service  processing  desks  and  filed  in  the 
applicants'  DEP  packets.  This  is  done  so  that  updates  to  his 
tatus/processing  may  be  accomplished  on  this  form  instead  of 
creating  a new  one  for  DEP-Out  enlistments.  ^stead  of 

2 • 5 Al!ied  Documents/Orders  Preparation 

ProcesslS^-S^fn1^— ' P°°l  of  the  AFEES 

rocessing  Section  is  responsible  for  the  allied 

documents/orders  preparation  task.  Allied  documents  include 
those  forms  added  to  applicants'  contracts  (Navy  “Page  13s") 
Emergency  Data  Forms  (AF  pnm  tcci  ^ aye  us  ) , 

(TRs) /meal  tickets  ThffT  ' ' a?d  transportation  requests 

delineated  in  the  fr,^  performed  in  this  task  are 

eiineated  m the  following  subparagraphs. 

the*Navv  "Pa?e  13s"'  For  those  applicants  enlisting  into 

information^require^t^complet^these0^10"  selected'  a““'  The 

c^pL^ePd?\heTare%e\a^nePrtr?LngNdeS°-”°n“ 

inclus inn  in  JL  returned  to  the  Navy  processing  desk  for 
nclusion  in  the  applicant's  enlistment  packet. 

5,1,2  Emergency  Data  Record.  The  tvpina  non!  ic  j . . , 

EffiSrSgK  LT  2 1 apPiaiSSnt"lth 

™*5*1*3  Transportation  rcequests/Meal  Tickle 
Transportation  clerk  Jhed  wrth  arranging' the 
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transportati°n/meals/l°dging  of  applicants/enlistees . Early  in 
the  day,  the  clerk  receives  an  applicant  workflow  sheet  from 
each  of  the  service  processing  desks.  From  these  worksheets,  the 
clerk  makes  the  appropriate  TRs , meal  tickets,  and  lodginq 
arrangements  for  the  enlistees/applicants  that  day.  This  process 
varies  according  to  branch  of  service,  and  is  delineated  as 
follows: 


a.  Army  - since  the  Army  has  several  Reception  Centers  to 
which  an  applicant  may  be  assigned  (see  2. 5. 8.1),  the  clerk  must 
prepare  more  than  one  TR  and  arrange  for  meal  tickets,  if 
required;  these  TRs  may  be  for  different  modes  of  transportation 
(i.e. , usually  air  or  bus  travel)  depending  on  the  Reception 
Center's  location. 

APR  b;Y.AFfu  a4  AF  enlistees  receive  basic  training  at  Lackland 
AFB,  TX,  therefore,  at  the  beginning  of  each  month  the  clerk 
reserves  a block  of  airline  seats  for  each  workday  (usually  ten 

the  afY  ClS?k  r5ceives  Projected  shipping  information  from 

the  AF  liaison  a few  days  m advance,  and  if  more  seats  are 

needed  for  a particular  day  the  clerk  may  make  additional 
reservations;  iikewise,  if  a lesser  number  of  applicants  show  up 
o be  enlisted,  the  clerk  cancels  that  number  of  reserve  seats 
as  soon  as  possible. 

H C*  ~ Navy  aPPlicants  are  processed  similar  to  that 

described  for  Army  applicants  in  paragraph  2. 5. 1.3. a. 

i-ho  p * _ Maflne  CorPS  - all  Marine  Corps  applicants  are  sent  to 
the  Reception  Center  at  Paris  Island,  SC,  via  military  bus-  the 
anne  Corps  handles  the  scheduling  of  this  transportation’  and 

for  ttenappU§ai?s. Clerk  pr°CesSes  the  “PPropriate  meal  tickets 


In  addition. to  preparing  TR's  and  meal  tickets,  the 
transportation  clerk  has  the  responsibility  to  counsel  the 
appropriate  group  leader/  applicant  concerning  travel  to  the 
eception  Center  (see  2. 5. 8. 2),  provide  funding  statenents  for 
authorised  private  automobile  travel  (see  2. 5. 8. 3),  arrange  for 

fo?  required  (see  2.5.8.41,  and  maintain  data 

ror  monthly  Travel/Lodging  reports. 

^*5*1*4  gpders  Preparation.  Each  morning  the  orders  clerk 
receives  the  applicant  workflow  sheets  from  each  of  the  service 
processing  desks.  From  these  workflow  sheets,  the  orders  clerk 
prepares  the  appropriate  special  orders  stencil  for  the 
applicants.  These  orders  vary  depending  on  branch  of 
service/type  of  enlistment  and  are  delineated  as  follows: 


a.  Version  1 Orders  - these  orders  are  for  DEP  enlistments- 
they  specify  the  names , SSANs,  return  dates,  home  addresses  and 
special  instructions  for  the  DEP  applicants  of  each  service ^ one 
stencil  is  prepared  for  twenty-five  (25)  DEPs  of  each  service 

enlistments Sof"enl  i at 6rS  " tn<'Se  orders  «e  for  active  duty 
enlistments  of  enlistees  reporting  to  different  RerpnH  nn 

enters;  they  specify  the  names,  SSANs,  Reception  Centers 


I 


N 


reporting  dates,  and  remarks/special  instructions  for  the  active 
duty  enlistees  for  each  branch  of  service;  one  stencil.  is 
prepared  for  each  twenty-five  (25)  enlistees  of  the  appropriate 

branch  of  service.  . 

c.  Version  3 Orders  - these  orders  are  for  active  duty  « 

enlistments  of  enlistees  reporting  to  the  same  Reception  Center; 
they  specify  the  names,  SSANs,  and  remarks/special  instructions 
(i.e.,  type  of  training,  DEP  discharge  date,  etc.)  for  the 
active  duty  enlistees;  one  stencil  is  prepared  for  each  twenty- 
five  (25)  enlistees'  of  each  branch  of  service. 

After  all  applicants  have  been  added  to  the  order  stencil, 
copies  of  the  orders  are  produced  on  a mimeograph  machine.  The 
orders  are  returned  to  the  appropriate  service's  processing  desk 
and  added  to  the  applicant's  enlistment  packet. 

2.5.2  Personnel  Assigned 

2. 5. 2.1  Quantity  of  Personnel.  Including  the  Transportation 
clerk  and  the  orders  clerk,  the  typing  pool  is  comprised  of  five 
(5)  clerk  typists  plus  one  supervisor. 

2. 5. 2. 2 Functions  Performed.  The  basic  functions  performed 

are:  (1)  the  preparation  of  allied  documents;  (2)  the 

preparation  of  TRs  and  meal  tickets;  and,  (3)  the  preparation  of 
special  orders. 

2.5.3  Equipment  and  Supplies 

2 . 5 . 3 . 1 Equipment"  The  equipment  used  by  the  typing  pool  to 
carry  out  its  functions  are:  four  typewriters  for  allied 
document  preparation;  two  IBM  Magnectic  Card  Selectric 
Typewriters  (MCSTs)  for  the  cutting  of  special  orders  stencils; 
and,  one  mimeograph  machine  for  reproduction  of  the  special 
orders . 

2. 5. 3. 2 Supplies.  The  supplies  expended  by  this  task  are  the 
forms  required  in  allied  document  preparation  (i.e.,  Page  13s, 

AF  256,  etc.),  the  stencils  and  blank  paper  for  orders 
preparation,  and  the  TR  forms  and  meal  tickets  prepared  by  the 
Transportation  clerk. 

2.5.4  Performance  Times.  The  time  required  to  complete  the 
entire  task  is  not  specific;  instead,  the  functions  performed  in 
this  task  are  constrained  by  processing  requirements.  The  orders 
must  be  completed  prior  to  the  applicants'  swearing-in  ceremony, 
and  are  usually  completed  by  adding  one  applicant's  name  and 
data  to  the  order  as  it  is  received  throughout  the  day.  The 
preparation  of  AF  256,  Record  of  Emergency  Data,  is  batch 
processed  starting  in  the  early  morning  and  completed  so  tnat 
the  liaison  may  review  the  form  with  the  applicant  prior  to  his 
being  sworn-in.  The  other  allied  documents  are  also  completed 
prior  to  the  applicant's  swearing-in  so  that  they  may  be 
reviewed.  Thus,  the  functions  of  this  task  are  carried  out 
throughout  the  entire  day  with  the  end-products  being 
accomplished  in  time  for  the  applicant's  swearing-in  ceremony. 


2 ±1. Inputs?  DThe1npu£s  to  this  task  are:  (1,  the  applicant 

s. 

information  for  completing  Navy  Pace  13s  from  the  Navy 
processing  desk;  and,  (4)  advance  shipping  information  from  the 
service  liaison  for  travel  arrangements. 

2. 5. 5. 2  Outputs.  The  outputs  from  this  task  are:  U)  tne 

allied  documents/ forms  to  the  respective  processing  desks;  l 
the  special  orders  for  enlisted  applicants  to  the  respective 
service  processing  desks;  (3)  TRs  and  meal  tickets  to  the 
appropriate  group  leader/  applicant;  and,  (4)  vouchers  for 
travel  payments/lodging  to  designated  applicants/enlistees . 


2.5.6  Bottlenecks.  There  are  no  significant  bottlenecks  ^ 
associated  with  this  task;  however,  the  functions  performed  in 
the  task  are  time  consuming  and  require  appropriate  staffing  t 
preclude  any  bottlenecks. 


2.5.7  Service  Peculiar  Items 

2. 5. 7.1  Record  of  Emergency  Data  Forms.  At  present,  the  typing 
pool  only  prepares  emergency  record  forms  for  the  Air  Force; 
this  function  is  performed  for  the  other  three  (3)  service  by 
their  respective  recruiters/liaison. 

2. 5. 7.2  Army  Orders.  At  present,  the  AFEES  Processing  Section 
is  converting  to  a new  special  order  format  (described  in 

2. 5. 1.4).  The  Army  is  the  only  branch  of  service  to  still  use 
the  "old"  special  order  form.  The  information  on  this  order  is 
basically  the  same  with  the  exception  that  each  Army  enlistee 
(active  duty  or  DEP)  is  listed  on  a separate  special  order. 


2.5.8  Remarks 

2. 5. 8.1  Army  "One  Stop  Training" . The  Army  employs  a new 
concept  in  training  enlistees  in  that  the  enlistee  will  receive 
his  basic  training  at  the  particular  duty  station  where  his 
specialty  training  will  occur.  This  means  that  instead  of  all 
Army  enlistees  going  to  the  nearest  Reception  Center  for  basic 
training,  the  enlistee  will  go  to  that  Reception  Center  where 
his  schooling  will  later  occur. 

2. 5. 8. 2 Transportation  Counseling.  Prior  to  a group  being 
shipped  to  the  appropriate  Reception  Center  (or,  an  individual 
if  applicable) , the  Transportation  clerk  counsels  the  group 
leader  on  the  use  of  the  TR's  and  meal  tickets.  The  clerk 
informs  him  of  the  transporation/  meal  arrangements  and  provides 
him  with  the  TR/meal  tickets  required  for  his  group.  It  is  then 
this  applicant's  responsibility  to  insure  that  the  group  meets 
the  travel/meal  schedules. 

2. 5.8.3  Private  Automobile  Travel.  Certain 

applicants/enlistees  are  authorized  travel  by  private  automobile 
(POV) . Applicants  who  use  their  own  cars  to  come  to  the  AFEES 
are  funded  for  this  travel.  Also,  some  prior-service  enlistees 
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and  obtain  meals  at  government  expense.  The  Baltimore  AFEES 
currently  maintains  a contract  with  a local  motel  to  provide  the 
lodging/ii'ieals  required. 

2.6  Enlistment  Briefinq/Swearing-In  Ceremonies 

9 fi  1 Task  Description.  The  AFEES  Processing  Officer  is  tasked 
with  the  responsibility  of  briefing  enlistees  concerning  their 
enlistments  and  then  swearing  them  into  active  du^'  °JP®  a 
aroup  of  applicants  has  been  completely  processed  by  the 
Processing  Section  (i.e.,  ail  the  required  forms  ha£e  been 
nnnmi ofoH  1 4-hp  respective  service's  processing  desk  schedules 
thePAFEES  Processing  Officer  to  conduct  the  brief ing/swearing-in. 
The  aroup  of  applicants  is  taken  to  a briefing  room  where  thei  . 
enlistment  packets  are  provided  them  and  the  AFEES  Processing 
Officer  performs  the  following  functiorts : 

a.  Insures  that  the  applicants  thoroughly  understand  the 
terms  of  their  respective  enlistments  (i.e.,  term  of  enlistment, 

options  selected,  etc.).  , 

b.  Insures  that  all  required  documentation  has  been 

completed  for  the  applicant's  enlistment  packet. 

c.  Has  the  applicants  check  their  DD4  contracts  ~or 
accuracy  and  then  instructs  the  applicants  to  sign  the  DD4. 

d Y insures  the  applicants  understand  the  full  consequences 
of  making  false  statements  on  their  enlistment  documentatio 

forms. 

After  completing  the  briefing,  the  group  of  applicants  is  then 
taken  to  the  Ceremony  Room  where  the  AFEES  Processing  Officer 
swears  them  into  active  duty  or  the  DEP . DEP  applicants  the 
proceed  back  to  their  liaison  for  further  instructions  before 
being  sent  home;  shippers  wait  for  their  departure  to  uhei 
appropriate  Reception  Centers. 

H-l  ,PagSgffi.virg^nnel.  Normally,  only  two  (2,  persons 
are  assigned  to  accomplish  this  task  - the  AFEES  Processing 
Officer  and  another  individual  from  the  Processing  Section. 

2. 6. 2. 2 Functions  Performed.  The  enlistment  briefing  and  _ 
swearing-in  ceremony  are  the  functions  performed  in  this  task. 
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2.6.3  pqni nment  and^UEElles.  None. 


1 6 3 l-iliiir' j antl 

2 *6.-5  -A- — . Kripfina  usually  taK.es 

3,,  ^U-in  ceremony 

“*  “nClUS1°n- 

2.6.5  to  this  task  are  the  notice  given 

t^th^AFllsT^icessing  0**^ tment°  forms  for  the  applicants 
briefing/ceremony  and  the  ^ completed 

S!t  ---  - *■  enlistment 

of  these  applicants.  t in  this  task 

possible.  _____  conduct  their 

2.6.7  . §|g ^nltstme-^  ***  AFEES 

asssw  - . «u«  - 


Processing  Officer  to  Pex,  or 

. if  the  applicant  so  desires , his  swearing 

^Utivi^Is  a oo.rnnUsione^eOm-r^y  “s worn.in  a^ ter  his 
in  ceremony.  in  this  > swearing-m  ceremony^  th 

group's  ceremony  in  g receives  the  enlistment  bnetl  g 

3.0  GENERAL  COMMENTS  performed  by  the  AFEES 

3 ! Processing  Section  Tas|s.  T . £rom  service  to 

liaison*  and  the  respective  i^excellent^  however,  eirt.ensive 

sr 

SKS&'Si ai  if^^tesrcefa^uppliss. 

actions  is  the  servioe  has  the 

3 2 Service  PeculiM^tejB;,  Each. bra  duty;  however, 

sime  gSSTorenlisting  ^“n^  forms  and  procedures  for 
^“thLr^fto  enlist  applicants.  The 
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of^ork^o^in?  °f!f0^S  fnd.Proc^ures  creates  an  undue  amount 

for  the  AFEES  Prn^ly  ^ ^aison  and  recruiters  but  especially 
lr„  he  AFEES  Processing  Section.  If  most  of  these  service 

arromi?^  ite.as  could  be  eliminated  from  the  processing 
accomplished  at  the  AFEES  and  either  deferred  to  the  Reception 
enters  or  done  away  with  entirely,  the  result  would  be  aPmore 
efficiently- run  enlistment  process. 


3:3  IPreamiineci  AFEES.  The  "Streamlined  AFEES”  evolved  with 
Sn  J?Yent  of  n®w  standardized  forms  and  new  standardized 

A?EES  ongiP5^v  Sts*  ^ ^ f0rmS  Were  introduced  into  the 
f°"  1 Jul^  19P  and  are  the:  DD  4,  DD  1966,  and  DD  93 

13  a descriPtioh  of  how  the  new  forms  are  used 

Baltimore  AFEESenroofSc:^nd  the  ChangeS  theY  have  produced  in 
oaitimore  AFEES  processing  procedures. 


3*3.1  Description  of  New  Forms 

3. 3.1.1  DD  4.  The  DD  4 is  the  Enlistment  Contract  for  the 


V • . ^uhliqul  1UI  Ufie 

rorti™  ^ ti  is  comprised  of  four  pages  and  requires  only  a 

90Ed  lnd°  DEP  °r  e"1^tsldireot1^ethedfirst'threenp^e3PIre°ant 
£geUrcdhangeeofaSta?Ss"r;s  p^^ucef  °f  °"ly  the  f°«th 

3.3.1.2  DD  1966.  The  DD  196?  is^he ^Application  for 


2ltlTsn^^TiStS  °hf  SiX^a?«  *and*rep laces  ^numerous 
when  Ssf  t?e  cJa«ctepzed  by  repetition  of  data 

££& HE HF?  SSSSi  oTttt&ZS' Pa- 1 

STS  l S S-S  progression 

r Hr-  r^Sti:  snsss?* activities  —?iy 

* * * DD  * ,^e  D?  93  satisfies  the  need  for  a standardized 


Emergency-Diti-  Form.  it  is' similar  to  the  f a/tandardd^ 

by  the  Marine  Corps.  similar  to  the  form  used  previously 


3.4 


Medical  Packet  Collection  and  Dispns < t i nn 


technicians~c^~^'inHn  Pr?ceasilM-  Whenever  one  of  the  medical 
nnicians  can  find  ample  time  during  Medical  Prorpcj^inn 

brings  completed  Medical  Packets  down  to  tie  to?’ 

'“SEP  iackretthe  PaCkRtS  *”  by  taSchS, 

IS: 

i°n  of  each  worksheet  for  the  non-DEP  applicants  is  coded. 


3.4.2  ^unctions  Performed  bv  Ppr^rmnoi  th-.,-,  ofn  ^ 

branch  of  service,  and  (3)  tL 

liaison  and  non-DEP  packets  to  the  Central  Rec^S?  ^he 
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Central  Records  Clerk  has  the  following  responsibilities:  (1) 

quality  control  check  of  the  DD  1966  worksheet;  (2)  coding  of 
the  Personal  Data  Section  of  the  worksheet;  (3)  duplicating  the 
worksheet  for  non-DEP  applicants;  (4)  disposition  of  worksheets 
to  the  Comm  Center;  (5)  filing  non-DEP  packets  alphabetically; 

(6)  locating  packets  for  non-DEP  applicants  listed  on  the  USAREC 
Forms  217;  and  (7)  disposition  of  non-DEP  packets  to  the 
liaison. 

3.4.3  Performance  Times.  The  coding  of  the  Personal  Data 
Section  of  each  DD  1966  worksheet  takes  approximately  10 
seconds.  The  time  required  to  separate  the  Medical  Packets 
according  to  service  is  dependent  on  the  number  of  applicants; 
but  it  is  usually  done  in  the  time  span  of  11:30  a.m.  to  1:00 
p.m.  Liaisons,  however,  sometimes  retrieve  their  service's 
packets  much  later  than  they  are  made  available  at  the  R&O  desk. 

3.4.4  Interface  Definition 

3. 4. 4.1  Inputs.  The  inputs  to  this  task  are:  (1)  the  medical 

packets  from  the  AFEES  Medical  Section;  (2)  the  USAREC  Forms  217 
from  the  liaison;  and  (3)  DD  1966  worksheets  arriving  for 
quality  control  check  before  transmission. 

3. 4. 4. 2 Outputs.  The  outputs  from  this  task  are:  (1)  the 

medical  packets  of  DEP-In  applicants  retrieved  by  the  liaison; 

(2)  the  medical  packets  of  direct  enlistment  applicants 
retrieved  by  the  liaison;  and  (3)  DD  1966  worksheets  which  have 
had  personal  data  coded  and  are  sent  to  the  Comm  Center. 

3.4.5  Bottlenecks . There  are  no  appreciable  bottlenecks  in 
this  task.  Accelerated  activity  is  found  only  if  large  numbers 
of  packets  arrive  at  the  same  time  at  the  R&O  desk.  The  packets 
destined  for  the  liaison,  DEP-In,  only  undergo  a screening 
process  which  is  not  excessively  time  consuming.  The  non-DEP 
packets  must  have  their  DD  1966  worksheets  scanned  by  the 
Central  Records  Clerk  and  have  Personal  Data  Sections  coded. 
There  is  no  critical  time  constraint  for  this  latter  process 
since  it  is  not  a prerequisite  for  other  AFEES  functions  other 
than  transmission. 

3.5  Enlistment  Packet  Collection  and  Disposition.  The  subtask 
"Data  Worksheet  Disposition1'  is  performed  by  the  service  desks. 
The  service  desks  provide  the  typing  pool  with  a DD  93  worksheet 
and  the  DD  1966.  The  typing  pool  prepares  DD  4 ' s by  means  of 
the  information  found  on  the  DD  1966.  The  DD  93  is  prepared 
using  the  information  on  the  DD  93  worksheet.  Orders  are 
prepared  by  the  typing  pool  utilizing  the  data  worksheets  for. 
each  branch  of  service.  This  data  worksheet,  in  some  cases,  is 
the  applicant  workflow  sheet. 

3.5.1  Interface  Definition 

3. 5. 1.1  Inputs.  The  inputs  to  this  task  are:  (1)  the 

applicant  enlistment  packets  from  the  liaison;  (2)  DD  4's  and 
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typing  pool;  (3)  allied  documents  and  orders  prepared  by  the 
typing  pool. 

3. 5. 1.2  Outputs . The  outputs  from  this  task  are:  (1)  the 

applicant  workflow  sheets  which  go  to  the  typing  pool  supervisor 
and  the  transportation  clerks;  (2)  DD  1966  worksheets  which  go 
to  the  Comm  Center;  (3)  the  enlistment  packets  which  go  to  the 
liaison;  (4)  copies  of  the  enlistment  packets  which  are  sent  to 
the  appropriate  personnel  aqencies;  and  (5)  the  SF  88  copies 
which  are  sent  to  the  US  Surgeon  General's  Office. 


3.6  Contract  Preparation/Data  Transmission.  DD  4 production 
and  data  transmission  were  closely  associated  functions  under 
the  "old"  AFEES  system  (see  paragraph  2.4.1).  Now,  che 
preparation  of  the  DD  4,  a completely  new  form,  is  the 
responsibility  of  the  typing  pool.  Data  transmission  is 
reserved  for  discussion  in  the  Administrative  function. 


3.7  Allied  Documents/Orders  Preparation.  The  Emergency  Data 
Record  (paragraph  2.5. 1.2)  is  ammended  as  follows:  The  DD  93  is 
prepared  by  the  typing  pool  utilizing  a DD  93  worksheet  supplied 
by  the  liaison.  The  Army,  Air  Force  and  Marines  use  the  DD  93 
while  the  Navy  still  uses  its  old  Emergency  Data  Form.  After 
the  DD  93' s are  typed,  they  are  returned  to  the  appropriate 
service  desk  and  placed  back  in  the  enlistment  packets.  The 
Navy  Emergency  Data  Form  is  prepared  by  the  Navy  liaison  or 
recruiter. 

3.8  Variations.  Variations  in  the  sequence  of  processing 
activities  still  remain  among  the  services,  even  with  the  new 
"streamlined"  system.  In  general,  an  applicant  for  each  service 
follows  his  packet  from  desk  to  desk  as  it  is  being  processed 
and  further  updated  throughout  the  AFEES.  For  this  reason,  the 
following  paragraphs  will  be  devoted  to  a description  of  the 
paths  taken  by  the  applicant's  packet.  Since  most  activity  is 
centered  about  the  DD  1966  worksheet,  it  will  be  this  form  that 
is  essentially  traced.  The  descriptions  will  span  the  entire 
Enlistment  Processing  Area,  unlike  previous  descriptions  that 
were  centered  on  subtasks. 
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3.8.1  Army  DEP-ln.  After  the  applicant  completes  medical 
processing,  his  packet  is  brought  down  to  the  R&O  desk  for 
screening.  The  Army  liaison  subsequently  retrieves  the  packet. 
The  liaison  inspects  the  packet,  counsels  the  applicant,  and 
completes  Block  19,  "Delayed  Enlistment  Program",  of  the  DD  1966 
worksheet.  The  applicant's  packet  then  goes  to  the  Army  desk 
where  the  worksheet  is  extracted  and  sent  to  the  Central  Records 
Room.  The  Central  Records  Clerk  codes  the  Personal  Data  Section 
and  sends  the  worksheet  to  the  Comm  Center  (MCST  transmission) 
where  the  Comm  Center  Supervisor  inspects  the  worksheet  and 
fills  in  the  Status  Code  and  Work  Ident.  After  worksheet  data 
has  been  entered  on  magnetic  cards,  the  worksheet  goes  back  to 
the  Army  desk  and  is  placed  bat  k in  the  applicant's  packet.  The 
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applicant's  one-on-one  interview  coincides  with  this  latter 
activity.  The  applicant  then  receives  an  enlistment  briefing 
where  he  signs  his  DD  4 and  then  he  participates  in  the 
swearing-in  ceremonies.  After  these  functions  are  completed, 
the  liaison  retrieves  the  packet  and  files  it  awaiting  the 
applicant's  return. 

3.8.2  Army  PEP -Out.  The  applicant  reports  to  the  liaison  and 
then  proceeds  to  the  Medical  Section  for  an  inspection.  His 
medical  documentation  accompanies  him  to  the  Medical  Section. 

He  then  returns  to  the  liaison  with  his  medical  records.  The 
liaison  counsels  the  applicant  and  fills  in  Block  20,  "Accession 
Data",  and  Block  21,  "Service  Required  Data",  of  the  DD  1966 
worksheet.  In  many  cases,  these  blocks  are  filled  in  before  the 
applicant  arrives.  The  applicant  then  proceeds  to  the 
Enlistment  Processing  Area  for  his  one-on-one  interview, 
enlistment  briefing  and  swearing-in  ceremonies.  His  packet  is 
brought  to  the  Army  desk  where  the  DD  1966  worksheet  is 
extracted  and  sent  to  the  Records  Room  Clerk  for  a quality 
control  check.  After  this  has  been  completed,  the  worksheet  is 
brought  to  the  Comm  Center  where  data  is  entered  on  magnetic 
cards,  and  it  is  filed  there  for  one  week  before  being 
destroyed.  The  DD  93,  orders  and  DD  4 page  4 are  prepared  by 
the  typing  pool.  The  Army  desk  is  responsible  for  a breakdown 
and  disposition  of  the  applicant's  packet  (see  paragraph 

2 . 3 . 1. 6 ) . 

3.8.3  Non- PEP.  Army,  Navy  and  Marine  non-DEP  applicants  are 
processed  in  the  same  manner,  unlike  the  Air  Force,  which  does 
not  accommodate  non-DEP  processing.  After  non-DEP  applicants 
complete  medical  processing,  their  packets  are  brought  to  the 
R&O  desk  where  a quality  control  check  is  made.  They  are  then 
sent  to  the  Central  Records  Room  where  the  Central  Records  Clerk 
codes  the  Personal  Data  Section  of  each  DD  1966  worksheet.  He 
then  makes  a copy  of  the  worksheet  and  sends  it  to  the  Comm 
Center.  The  original  is  returned  to  the  applicant's  packet, 
which  is  filed  in  the  Central  Records  Room.  After  the  data  has 
been  entered  on  magnetic  cards  in  the  Comm  Center,  the  liaison 
retrieves  the  copy  of  the  worksheet  and  files  it,  awaiting  the 
applicant's  return.  When  an  applicant  returns  to  enlist,  his 
processing  is  the  same  as  that  of  DEP-out  applicants  for  his 
service  with  the  exception  that  pages  1,  2 and  3 are  produced  of 
the  DD  4 instead  of  page  4. 

3.8.4  Navy  DEP-In.  Navy  applicants  accomplish  their  medical 
examinations  on  a day  separate  from  their  DEP-in  processing. 

The  procedure  is  the  same  as  that  applied  to  non-DEP  applicants 
for  non-DEP  medical  processing  (see  previous  paragraph) . When 
Navy  applicants  return  to  the  AFEES,  their  first  stop  is  the 
Navy  liaison's  office.  The  applicants  pick  up  their  medical 
records  and  report  to  the  Medical  Section  for  an  inspection. 

They  then  report  back  to  the  liaison  for  a "group  interview," 


which  accomplishes  the  same  function  as  the  Army's  "one-on-one" 
interview.  Their  packets  proceed  to  the  Navy  desk  in  the 
Enlistment  Processing  Area  where  DD  4 ' s "Page  13 's",  and  orders 
are  prepared.  The  DD  1966  worksheet  from  each  packet  is 
extracted  and  sent  from  the  Navy  desk  to  the  Central  Records 
Clerk,  who  performs  a quality  control  inspection.  From  there, 
the  worksheet  is  sent  to  the  Comm  Center  for  transmission.  Then 
it  is  sent  back  to  the  Navy  desk  and  placed  in  the  applicant's 
packet,  which  is  subsequently  retrieved  by  the  liaison.  During 
this  tine,  the  applicant's  receive  an  enlistment  briefing  and 
then  participate  in  the  swearing-in  ceremony.  After  this,  they 
return  home  with  their  DEP  orders. 


3*8*5  Navy  DEP-Out.  The  applicant  reports  to  the  liaison  and 
then  proceeds  to  the  Medical  Section  for  an  inspection.  His 
medical  records  accompany  him  for  updating.  The  applicant  then 
returns  to  the  liaison  for  the  Group  Interview.  Block  20, 
"Accession  Data",  and  Block  21,  "Service  Required  Data",  of  the 
DD  1966  worksheet  are  usually  filled  out  before  the  applicants 
arrive,  but  the  data  is  verified  during  this  interview.  The 
applicant  and  his  packet  then  proceed  to  the  Enlistment 
Processing  Area.  The  packet  is  processed  at  the  Navy  desk  where 
the  DD  1966  worksheet  is  extracted  and  sent  in  turn  to  the 
Central  Records  Clerk  and  the  Comm  Center,  where  it  is  filed  for 
one  week  before  being  destroyed.  A DD  4 page  4,  allied 
documents  and  orders  are  prepared  at  the  typing  pool.  The 
applicant  then  goes  to  the  enlistment  briefing  and  swearinq-in 
ceremonies.  He  is  then  shipped. 

3*  8* 6 Air  Force  DEP- In  and  DEP-Out.  These  processes  are 
identical  to  Army  DEP  processing,  except  that  the  Air  Force 
liaison  and  Air  Force  desk  perform  the  functions  of 
liaison/one— on— one  interview  and  Service  Desk,  respectively, 

3.8.7  Marine.  Marine  processing  differs  from  the  others  in 
that  an  extensive  interview  is  conducted  for  each  applicant  by 
the  Marine  Recruiting  Officer.  These  interviews  last 
approximately  30  minutes.  Their  purpose  is  to  determine  the 
quality  of  their  prospective  recruits. 


3. 8.7.1.  DEF-In . After  the  applicant  completes  his  medical 
processing,  he  reports  to  the  liaison,  who  earlier  retrieved  th< 
applicant's  packet  from  the  R&O  desk.  He  counsels  the 
applicant,  confirms  the  completeness  of  his  packet  and  fills  in 
Block  19,  "Delayed  Enlistment  Program",  of  the  DD  1966 
worksheet.  The  applicant  and  his  packet  tl  n proceed  to  the 
Recruiting  Officer  for  the  interview.  When  completed,  the 
applicant  returns  to  the  liaison  who  is  responsible  for  forms 
breakdown  and  disposition  for  Marine  applicants.  The  DD  1966 
worksheet  is  extracted  from  the  applicant's  packet  and  sent  to 
the  Central  Records  Clerk,  to  the  Comm  Center,  and  then  back  to 
the  liaison.  A DD  4 and  DEP  orders  are  prepared  at  the  typing 
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pool  for  each  applicant.  The  Marine  liaison  performs  the 
function  of  one-on-one  interview.  Obligations  of  the  applicant 
and  promises  of  schooling  are  discussed  here  for  the  applicant's 
understanding.  Following  this,  the  applicant  attends  the 
enlistment  briefing  and  the  swearing-in  ceremonies  before  going 
home . 


3*8*7*2  DFP-Out . The  applicant  reports  to  the  liaison  and  then, 
proceeds  to  the  medical  section  with  his  medical  records.  He  is 
given  an  inspection.  The  applicant  returns  to  the  liaison/ 
Recruiting  Officer  for  further  counseling  and  an  update  of  his 
records.  His  DD  1966  Work  Sheet  is  sent  to  the  central  records 
room  for  quality  control  and  then  sent  to  the  Comm  Center  for 
transmission  and  final  disposition.  The  typing  pool  prepares 
the  applicants  DD  4 page  4,  DD  93  and  orders  blfore  the  applicant 
participates  in  the  Enlistment  Briefing  and  Swearing-In  ceremonv 

ofetheaappUcannS^Me  flnal  bcealcd°™  a"d  disposition 


1.0  ENLISTMENT  PROCESSING 


1.1  General  Description.  Enlistment  processing  is  defined  as: 
the  verification  of  an  applicant's  eligibility  for  military 
service  through  submittal  of  various  personal  and  legal  documents 
supplied  by  the  applicant  or  recruiter;  the  production  of 
contractually  binding  documents,  the  contents  of  which  meet 
approval  of  the  applicant;  and  participation  by  the  applicant  in 
counseling  sessions  and  official  military  ceremonies,  the  latter 
signifying  entrance  into  one  of  the  military  services.  To 
accomplish  enlistment  processing,  a direct  contribution  is 
required  of:  the  Reception  and  Orientation  Desk;  the  Central 
Records  Room;  the  Communications  Center  (data  transmission  to  HQ 
USAREC) ; the  Typing  Pool;  the  Transportation  Clerk;  the  Army, 

Navy,  and  Air  Force  Processing  Desks;  the  liaison  officers  for 
each  branch  of  service;  and  the  Enlistment  Processing  Officer. 
Subtasks  of  the  Automated  Enlistment  Processing  Function  are  as 
follows : 

a.  Medical  packet  collection  and  disposition. 

b.  Career  counseling/enlistment  packet  preparation. 

c.  Enlistment  packet  collection  and  disposition. 

d.  Contract  preparation. 

e.  Allied  documents /orders  preparation. 

f.  Enlistment  briefing/swearing-in  ceremonies. 

1. 2 Interface  Definition 

1.2.1  A^plicant/Liaison.  All  contact  between  an  applicant  and 
the  service  liaison  concerning  document  verification  or  updating, 
career  counseling,  and  enlistment  briefings. 

1.2.2  Recruiter/Liaison.  All  verbal  and  written  communication 
between  the  recruiter  and  the  service  liaison  concerning  the 
applicant's  enlistment  processing. 

1.2.3  Liaison/Processing  Section.  All  information  and  forms 
which  flow  between  the  service  liaison  and  the  Processing  Section 
concerning  the  applicant's  enlistment  processing. 

1.2.4  Liaison/Medical  Section.  All  information  and  forms 
concerning  applicants  to  be  re-evaluated  that  are  exchanged 
between  the  service  liaison  and  the  Medical  Section. 

1.2.5  Medical  Section/Processing  Section.  Automatically 
produced  SF  88 's  are  brought  to  the  R&O  desk  in  applicants' 
packets  for  disposition  by  R&O  desk  personnel. 


206 


1-2.6  Processing  Section/USAREC.  All  information  and  forms 
concerning  both  applicants  and  AFEES  operations  which  are 
exchanged  between  the  processing  section  and  the  various 
organizations  under  USAREC  (i.e.,  District  Recruiting 
Headquarters,  HQ  USAREC,  etc.). 

1-2.7  Processing  Section/External  Agencies.  All  information  and 
forms  concerning  applicants  which  are  exchanged  between  the 
Processing  Section  and  various  external  Government  agencies 
(i.e.,  Selective  Service  Boards,  U.S.  Surgeon  General's  Office, 
Air  National  Guard,  etc.). 

Processing  Section/Applicant.  All  transactions  that  take 
place  between  the  Processing  Section  and  the  applicant  (e.g., 
one-on-one  interview) . 

1-2-9  Transportation  Clerk/Travel  Agencies.  Necessary  travel 
arrangements  made  by  the  Transportation  Clerk  and  the  various 
travel  agencies  (i.e.  airlines,  bus,  rail). 

1.2.10  Transportation  Clerk/Lodging  Facilities.  Necessary 
arrangements  made  by  the  Transportation  Clerk  and  local  lodging 
facilities  to  accommodate  those  applicants  who  will  ship  the  next. 

natf  *■  * 


2.0  FUNCTIONAL  AREA  TASKS 

2. 1 Medical  Packet  Collection  and  Disposition. 

2-1-1  Task  Description.  The  R&O  desk,  in  conjunction  with  the 
Central.  Records  Room,  accomplishes  the  medical  packet  collection 
and  disposition  task.  The  functions  performed  in  this  task 
accordingly  with  the  type  of  processing  being 
accomplished.  The  types  of  processing  are:  (1)  Medical/DEP-IN 

processing;  (2)  DEP-OUT/Direct  Enlistment  processing  and  (3) 
Mental  and  physical  exam  only.  The  Medical  Section  conducts 
physicals  by  priority.  Applicants  who  will  undergo  further 
processing  during  the  day  are  given  their  physicals  first. 
Applicants  are  identified  by  one  of  four  colored  folders.  Green 
is  for  applicants  going  into  active  duty.  Blue  is  for  applicants 
going  into  DEP.  Yellow  is  for  applicants  undergoing 

i for  aPPlicants  taking  Mental  Test  and 

physical  only  (T&P's). 

I'1:}'1  gedical/DEP-In  Processing.  Upon  completion  of  medical 
tes^1^g'  the  AFEES  Medical  Section  brings  applicants'  medical 
packets  to  the  R&O  desk  for  disposition.  Packets  usually  arrive 
in  groups  of  10-15  and  in  descending  order  of  priority,  as 
determined  by  the  color  of  the  packet  folder.  For  DEP-In 
applicants,  the  packets  are  placed  in  individual  out-baskets 
according  to  branch  of  service.  The  respective  service  liaison 
subsequently  retrieves  his  packets  and  signs  out  for  them  by 
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means  of  "Optional  Form  23".  Non-DEP  packets  are  sent  to  the 
Central  Records  Room  where  DD  1966  Work  Sheets  are  extracted. 

The  Personal  Data  Section  of  the  Work  Sheet  is  coded  by  Central 
Records  personnel.  At  the  same  time,  the  blocks  for  Work  Ident, 
Status  and  Date  of  Determination  are  completed.  Central  Records 
is  responsible  then,  for  obtaining  a copy  of  the  work  sheet  and 
delivering  it  to  the  Communications  Center.  The  original  work 
sheet  is  placed  back  in  the  applicant's  packet  and  filed 
alphabetically  in  the  Central  Records  Room.  The  copy  of  the  work 
sheet  is  used  by  the  Communication  Center  to  enter  data  in  the 
Automated  System  for  subsequent  transmission  to  HQ  USAREC.  After 
data  entry,  the  copy  is  retrieved  by  the  respective  service 
liaison  who  files  it  awaiting  the  applicant's  return. 

2. 1.1.2  DEP-OUT/Direct  Enlistment  Processing.  Applicants 
scheduled  for  enlistment  the  next  day  are  identified  on  a liaison- 
prepared  USAREC  Form  217.  These  217' s are  submitted  to  the  R&O 
desk  on  the  afternoon  prior  to  the  anticipated  enlistment.  The 
217 's  are  used  by  the  Central  Records  Room  staff  to  pull  the 
packets  of  the  non-DEP  applicants.  The  packets  are  placed  in 
stacks  by  branch  of  service.  The  Army  liaison,  Navy  liaison  and 
the  Marine  Corps  liaison  retrieve  their  stacks  of  medical  packets 
from  the  R&O  Desk  for  further  processing  by  their  respective 
offices;  the  Air  Force  processes  all  its  applicants  through  the 
DEP,  accounting  for  the  absence  of  its  packets  in  the  Central 
Records  Room. 

2. 1.1. 3 Mental  and  Physical  Exam  Only.  Applicants  in  this  group 
receive  a mental  test  and  physical  exam  but  are  not  enlisted  into 
any  service.  These  applicants  are  identified  in  advance  by  the 
liaison  and  scheduled  the  evening  before  their  expected  arrival. 
T&P's  report  to  the  R&O  Desk  at  0700  and  are  checked  into  the 
system  as  the  first  processing  group.  All  T&P's  are  brought  to 
the  medical  section  at  0730  hours.  After  X-Ray  and  blood 
pressure,  applicants  are  brought  over  to  the  mental  testing 
room  to  receive  the  ASVAB  test.  When  mental  testing  is  completed 
the  applicants  are  qiven  lunch.  Those  applicants  who  pass  the 
ASVAB  are  then  given  the  remainder  of  the  physical  exam.  Upon 
completion  of  the  physical  exam,  the  packet  with  the  mental  test 
and  physical  exam  results  is  returned  to  the  R&O  Desk  for  filina 
until  the  applicant  returns  or  for  one  year  whichever  is  sooner. 

2.1.2  Personnel  Assigned. 

2. 1.2.1  Quantity  of  Personnel.  Generally,  six  clerks  comprise 
the  combined  R&O  and  Central  Records  Room  staff.  At  peak 
workloads,  however,  other  personnel  are  drawn  for  this  function. 

2. 1.2. 2 Functions  Performed.  The  R&O  responsibilities  are  as 

follows:  (1)  Quality  control  of  the  DD  1966  Work  Sheet;  (2) 
Separation  of  Medical  Packets  by  branch  of  service;  (3) 
Disposition  of  DEP-In  packets  to  the  liaisons  and  non-DEP  packets 
to  the  Central  Records  Room.  The  Central  Records  Room  staff  is 
responsible  for  the  following:  (1)  Quality  control  check  of  the 

DD  1966  Work  Sheet;  (2)  Coding  of  the  Personal  Data  Section  of 
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wLrsta^fan£drD«e'0Df DeTUcantS!  <3>  Completion  of  work 
Work  Sheet  for  non-DE?  appHcIn™1"?^0^"1?"’'5  ?£  the  DD 
for  non-DEP  applicants;  ^5)  Sisooi^iJ DupJ10atln9  the  work  sheet 
to  the  Communications  Center-  (M  Fn?L  n°"'DEP  work  sheets 
alphabetically;  (7)  Location  n , non-DEP  packets 

listed  on  the  USAREC  Form  217?  (f)&  n-  * ?°?'DEP  applicants 

packets  to  the  liaisons.  } DlsP°sition  of  non-DEP 

2,1,3  gguiPment  and  Supplies , None> 

medical  ~pa eke  t^co 1 1 ec t i on  ancTd^™0  fe?uired  to  accomplish  the 
to  workload  and  Senu^e/o?  nonS^  taSk  varl“  -coring 
applicants  are  specif icaliv  DEP  applicants.  Non-DEP 

their  DD  1966  Ko?k Stee? ^6 ^befau?e  they  alone  have 
personnel.  For  each  applicant  Lf?  t v”  ?i  Records  Room 
for  all  other  types  of  applicants^  Sl^k'0  seconds.  (Codinq 
Communications  Center  prior  to  5 t . ! 5y  Pers°nnel  in  the 
overall  time  required  7 ata  ent*Y  f°r  transmission  ) Tho 

nJpP?Siti°n  is  usuaHy  two  hours  S?romdn?^  Packet  collection  a£d 
DEP-m  applicants.  The  time  reouiSSV U?°  t0  1330'  for  the 
medical  packets  in  Central  Reco?ds  5?  loCat:e  and  PUH  non-  DEP 
The  elapsed  time  reonim^  +.  ords  is  three  minutes  per  oackp*- 

id°°+-^?  1630  hours*  In  other ^ords11^^3  iS  7,5  hours ' fro™ 

identifying  next  day  applicants  n ^ • flrst  USAREC  Form  217 

last  is  submitted  by  1500  and  pullinoly^1S  submitted  by  0900;  the 

competed  by  1630.  Non-DE?n^e^^l  LnL?aCket%iS 

allows  and  are  usually  completely  fiLf by^l^O  Hourt  Xe^xt 
2*H  Interface  Definition 

Packets  fj^^e  MlSLalPs^tion“it2faSaarf,c  (1)  The  medical 

the  liaisons;  (3)  Non-DEP  DD  1966  Woik  ShLt F°rmS  217  from 
2.1.S.2  Outputs.  Th#»  ...  Sheets  for  codinq. 

medical  packets  of  DEP-in  ™ thls  task  are;  (i)  The 

liaisons;  (2)  The  mfdi^l' nao^V^  are  retrieved  by  the 
applicants  retrieved  bv  fh0Pr^tS  of  actlve  duty  enlistment 
Work  Sheets  from  non-DW  (3)  DuPlidated  DD  1966 

Communications  Center  for  tragi'  h ch  are  sent  to  the 
by  the  respective  service  liaisoi?S1°n  subsecfUdntly  retrieved 

Form  ^lT^creates^avo^i^th^Cen^  fnRaPPlicant • s name  on  the 

utiliznethalphabetically*  Many  times  the^i1*00111'  since  records 
utilize  the  computer  to  fin * imes'  the  only  recourse  is  to 

he  dene  only  if  applriant's^s^6^  st>ellln5 - But  tMs^an 
since  the  applicant's  dail£asf  f»>e1S/?rrect  °n  the  Form  2?7? 
Interruptions  caused  by  reciui?s^/Hy?  Y hlS  SSAN- 
information  on  a particni.. ruiters/liaisons  requestinq 
they  become  too^eque^”  appllca"t  also  cauJes  a Sottleneck  if 
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2.1.7  Service  Peculiar  Items.  The  Air  Force  does  not  maintain 
records  in  the  Central  Records  Room. 

2.1.8  Remarks 

2. 1.8.1  Time  Constraints.  The  filing  of  non-DEP  medical  packets 
is  accomplished  on  an  " as  time  allows"  basis.  The  remaining 
functions  of  the  medical  packet  collection  and  disposition  task 
are  integral  parts  of  other  Enlistment  Processing  tasks  and, 
therefore,  must  be  accomplished  at  a prescribed  time  of  day. 

2. 1.8. 2 USAREC  Form  217.  All  four  branches  of  service  use  the 
USAREC  Form  217  (Applicant  Projection  Sheet)  and  submit  them 
daily  to  the  R&O  Desk.  The  USAREC  Form  217  contains  the 
following  information: 

a.  Applicant's  full  name. 

b.  SSAN. 

c.  Sex  and  race 

d.  Mental,  medical,  and  enlistment  processing  data. 

e.  Remarks  (e.g.,  DEP-In,  DEP-Out,  direct  enlistment, 

etc. ) . 


2. 1.8. 3 Packet  Filing.  The  Central  Records  Room  maintains  only 
those  mental  and  medical  packets  for  the  following  applicants: 

(1)  MET-  tested  Army  and  Marine  Corps  applicants;  and  (2) 
Medically  tested  non-DEP  Army,  Navy,  and  Marine  Corps  applicants. 
MET-tested  Air  Force  and  Navy  applicants'  packets  and  all  DEP 
applicants'  packets  are  maintained  by  the  respective  service's 
liaison.  In  addition,  the  Air  Force  liaison  maintains  files  for 
those  applicants  sworn  into  active  duty?  no  other  active  duty 
files  are  maintained. 

2. 1.8. 4 Medical  Packets.  A medical  packet,  as  it  arrives  at  the 
R&O  Desk  from  the  Medical  Section,  generally  contains  the 
following  forms  and  articles  : 

a.  DD  Form  1966  Work  Sheet 

b.  SF  88  (Computer  produced) 

c.  Mark  Sense  SF  93 

d.  Plastic  badge  (used  for  RT02  badge  reader) 

e.  Audio  card 

f.  X-Ray  envelope 

g.  Labels  (computer  produced,  with  applicant's  name,  SSAN, 


date  prepared,  service,  and  "AFEES  Baltimore  MD"  all  indicated). 

2.2  Career  Counseling/Enlistment  Packet  Preparation 

2-2.1  Task  Description.  The  service  liaison  for  each  branch  of 
service,  assisted  by  the  service's  recruiter,  Derforms  the  career 
counseling/enlistment  packet  preparation  task.  Functions  within 
the  task  vary  accordingly  with  the  branch  of  service.  However, 
the  overall  functions  are  to:  (1)  Counsel  the  applicant  on  the 

terms  of  his  enlistment  (i.e.  , options,  schooling,  commitments, 
etc.);  and  (2)  Prepare  the  forms  required  for  enlistment 
processing.  When  the  applicant  completes  medical  processing,  he 
is  given  a medical  profile  slip  and  directed  to  return  to  his 
liaison  for  further  processing.  The  following  paragraphs 
delineate  subsequent  processing  for  the  following  circumstances: 

(1)  Medical  failures;  (2)  DEP-In;  (3)  DEP-Out;  (4)  Qualified 
but  not  enlisted;  and  (5)  Straight  accessions. 

Medical  Failures . If  the  applicant  has  failed  his 
medical  exam,  as  indicated  on  the  medical  profile  slip,  he  is 
categorized  as  follows:  (1)  Medical  consultation  warranted;  or 

(2)  rejected  for  entry.  If  he  is  rejected  for  entry,  he  is  sent 
home;  and,  his  enlistment  packet  is  annotated  to  reflect 
rejection.  The  packet  is  filed  in  the  Central  Records  Room  for 
one  year.  If  a medical  consultation  is  warranted,  the  service 
liaison  contacts  the  Medical  Section  to  arrange  an  appointment 
for  the  consultation.  The  applicant  is  sent  home  with 
instructions  to  return  for  his  appointment.  The  afternoon  prior 
to  the  applicant's  return,  the  liaison  lists  him  on  the  Form  217 
so  that  nis  packet  can  be  pulled  by  R&O  personnel.  The  applicant 
can  then  continue  processing. 

2. 2.1.2  EEP-In.  For  DEP-In  applicants  found  fully  qualified, 
the  service  liaison  retrieves  the  applicant's  medical  packets 
from  the  P&O  Desk,  then  discusses  schooling,  options,  and  other 
enlistment  factors  with  each  applicant.  Once  these  factors  are 
established,  the  liaison  completes  and/or  updates  the  forms 

for  enlistment  processing.  After  reviewing  these  forms 
with  the  applicant,  the  liaison  adds  them  to  the  medical  packet 
to  form  the  applicant's  enlistment  packet.  Then  the  liaison 
takes  the  applicant  and  his  enlistment  packet  to  that  service's 
Service  Desk  in  the  AFEES  Processing  Section  for  further 
processing.  Later  in  the  day,  the  applicant  is  sworn  into  DEP 
and  the  DEP-In  enlistment  packet  is  filed  in  the  liaison's 
office . 

2‘2:f*2  DEP-Out.  For  DEP-Out  applicants,  mental/medical 
qualification  and  selected  enlistment  options  had  been  determined 
prior  to  entry  into  DEP.  The  afternoon  prior  to  the  applicant's 
return  for  enlistment  into  active  duty,  the  DEP-Out  applicant's 
name  is  entered  on  the  USAREC  Form  217  by  the  liaison.  R&O 

^ lheJorm  2 }7  to  "Check-In"  the  applicant  utilizing 
System.  This  is  necessary  so  that  the  applicant's 
ia  a base  may  be  recalled  into  the  active  data  base  for  that  day 
Enlistment  contracts.  Emergency  Data  Forms,  Orders,  and  data 
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transmission  may  then  be  accomplished  for  the  applicant.  When 
the  applicant  arrives  at  the  AFEES,  he  reports  to  his  liaison  to 
obtain  his  medical  records.  He  then  reports  to  the  Medical 
Section  for  a physical  inspection  and  an  updating  of  his  medical 
records.  If  the  applicant  fails  the  inspection,  he  is  processed 
in  the  same  manner  as  a Medical  Failure.  Otherwise,  the 
applicant  returns  to  the  liaison  with  his  updated  medical 
records,  at  which  time,  they  both  review  the  applicant's  enlistment 
packet  for  completeness.  Next,  the  liaison  brings  the  applicant 
and  his  enlistment  packet  to  the  respective  Service  Desk  (e.g. 

Army,  or  Navy  Desk)  in  the  Enlistment  Processing  Section  for 
2. 2. 1.4  Qualified  but  not  Enlisted.  Qualified  but  not  enlisted 
applicants  are  processed  in  the  same  manner  as  DEP  applicants 
with  the  following  exceptions:  (1)  Their  medical  packets  are 

filed  in  the  Central  Records  Room;  (2)  The  liaison  must  submit  a 
USAREC  Form  217  in  order  to  have  their  medical  records  pulled; 

(3)  The  applicant  is  not  contractually  bound  to  reappear  at  the 
AFEES  after  mental/  medical  processing  (i.e.  a DD  4 Enlistment 
Contract,  is  not  prepared);  and  (4)  The  applicant  has  no 
specified  date  tr*  v*. turn  for  enlistment  processing  into  active 
duty . 


2. 2. 1.5  Straight  Accession.  Straight  Accessions  receive  a 
physical  exam  and  are~directly  enlisted  into  active  duty. 

Although  not  typical,  it  is  possible  that  the  applicant  could  also 
receive  the  mental  examination.  For  these  applicants  the  liaison 
submits  a USAREC  Form  217  to  have  the  applicant  scheduled  in 
advance.  Upon  determination  that  the  applicant  is  qualified  the 
service  liaison  receives  the  applicant's  packet  and  discusses 
schooling,  options,  and  other  enlistment  factors  with  the  appli- 
cant. Once  the  factors  are  established  the  liaison  completes  the 
forms  required  for  enlistment.  When  the  enlistment  packet  is 
developed  the  liaison  brings  the  applicant  and  the  enlistment 
packet  to  the  respective  Service  Desk  for  further  processing, 
one-on-one  interview  and  swearing-in.  Once  the  applicant  is 
enlisted  into  active  duty  the  liaison  retains  the  applicant's 
records. 

2.2.2  Personnel  Assigned 

2. 2. 2.1  Quantity  of  Personnel.  The  only  AFEES  personnel 
assigned  to  this  task  are  the  Processing  Officer  and  her 
designated  representative.  The  Processing  Officer  and  the 
representative,  who  must  be  an  E-7  or  higher,  conduct  the  one-on- 
one  interview  with  Army  applicants.  The  other  personnel  Involved 
in  the  task  are  the  liaisons  and  recruiters  of  each  branch  of 
service,  who  are  not  assigned  directly  to  the  AFEES. 

2. 2. 2. 2 Functions  Performed.  Career  counseling  concerning 
enlistment  options,  and  the  initiation  of  forms  required  for 
enlistment  processing  are  the  two  primary  functions  performed  in 
this  task. 


2.2.3  Equipment  and  Supplies 


2.2. 3.1  Equipment.  The  Army  liaison  utilizes  a remote 
communications  terminal  in  conjunction  with  the  Project  REQUEST 
system.  (See  2. 2. 7.1) 

2*2*3 * *«2  Supplies . The  supplies  expended  in  this  task  are  the 
forms  comprising  the  applicant's  enlistment  packet. 

2‘ 2,4  Performance  Times.  The  time  required  to  accomplish  the 
career  counseling/ enlistment  preparation  task  varies  with  branch 
of  service,  qualifications  of  the  applicant,  and  career 
objectives  of  the  applicant.  On  the  average,  however,  the 
functions  performed  in  this  task  are  accomplished  in  a cumulative 
tota]  of  two  hours.  The  Marine  Corps  utilizes  a Marine 
Recruiting  Officer  to  conduct  an  extensive  applicant  interview 
rT1^at.^5UireS  an  additional  thirty  minutes  for  each  applicant. 

The  AFEES  Processing  Section  requires  that  all  enlistment  packets 
be  submitted  to  them  before  1500  hours  so  that  forms  preparation 
may  be  accomplished  in  time  to  adhere  to  transportation 
arrangements  made  for  the  applicants  by  the  Transportation  Clerk 
and  to  avoid  overtime  costs. 


2.2.5  interface  Definition 

2. 2. 5.1  Inputs . The  inputs  to  this  task  are:  (1)  The 

applicant  s profile  slip  from  the  AFEES  Medicrl  Section;  (2)  The 
medical  packets  from  the  R&O  Desk;  (3)  The  updated  SF  88  from 
the  Medical  Section;  (4)  Schooling  information  from  centralized 
selection  systems  (See  2. 2. 7.1);  (5)  Necessary  applicant 

documentation  from  the  recruiter  (e.g.  Birth  Certificate, 
Certification  of  G.E.D.,  etc.);  (6)  Typed  contracts  and  allied 

T ^he  AFEES  Processing  Section;  and  (7)  MET  supplied 
ASVAB  6/7  mental  test  scores. 

2. 2.5.2  Outputs.  The  outputs  from  this  task  are:  (1)  The 

Applicant  Projection  Lists  (USAREC  Form  217)  which  are  submitted 
to  the  R&O  desk;  (2)  Requests  for  medical  consultation 

^?°mutmen^Wh:LCh  are  submifcted  to  the  AFEES  Medical  Section;  and 
ihe  enlistment  packets  which  are  submitted  to  the  AFEES 
Processing  Section. 

2 'l' 6 Bottlenecks.  Liaisons  have  cbserved  that  applicants  are 

not  arriving  for  counseling,  after  medical  processing,  as  early 

as  m the  past.  This  is  only  to  a small  extent  attributed  to  the 
Syst<rm*  *n  the  Past>  medical  technicians  accompanied 
. ET  teams  m order  to  accomplish  medical  screening  at  the  MET 
sites,  and  to  administer  the  completion  of  the  SF  93  by 
the  applicants.  Now  that  the  medical  technicians  no  lonqer 

FJ£^°rm  ^isR^°le'  ifc  must  be  done  in  medical  briefings  at  the 
AFEES.  The  AFEES  staff  must  administer  two  of  these 

b£ie5ingS  because  of  the  restrictive  size  of  the  briefing  room, 
which  causes  some  applicants  to  begin  their  medical  processing  at 
least  30  minutes  later  than  in  the  past.  Another  contributing 
actor  to  the  late  arrival  of  the  applicants  is  that  the  SF  88 
printer  produces  a single  SF  88  every  minute  and  five  seconds,  on 
the  average,  and  sometimes  two  minutes  during  peak  loads  on  the 
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system.  This  causes  a queue  to  form  at  the  orinter  since  a. 
doctor's  interview  usually  lasts  twenty  seconds,  and  there  is 
more  than  one  doctor  interviewing  applicants.  A delay  of  thirty 
minutes  for  the  last  applicants  on  heavy  workloads  has  been 
attributed  to  the  operation  of  the  SF  88  printer.  Observations 
of  the  liaison  area  (especially  the  Army)  indicated  that  although 
the  applicant  was  delayed  in  the  medical  section  steps  to  speed 
up  this  process  would  not  save  applicant  processing  times  because 
of  already  existing  delays  in  the  liaison  process. 

2.2.7  Service  Peculiar  Items 

2. 2. 7.1  Centralized  School  Selection  Systems.  Each  branch  of 
service  has  a centralized,  school  selection  system.  The  Army 
utilizes  the  Project  REQUEST  (Automated  Recruit  Quota  System) 
network  to  determine  available  schooling  and  job  opportunities. 
This  system  is  composed  of  remote  communication  terminals  linked 
to  a centralized  data  base  in  Los  Angeles,  California  under  the 
INFONET  network.  The  Air  Force  maintains  their  centralized  data 
base  at  Randolph  AFB,  Texas.  Air  Force  Liaisons  must  place 
telephone  calls  to  Randolph  AFB  to  obtain  schooling  information. 
The  Navy  utilizes  the  Rating  Control  System  for  this  function. 

2. 2. 7. 2 AF  Packets.  All  AF  applicants  are  processed  through  the 
DEP;  the  AF  liaison  maintains  all  packets  for  his  applicants  and 
notes  such  on  the  USAREC  Form  217  submitted  to  the  R&O  Desk.  In 
addition,  the  AF  liaison  maintains  a file’  for  all  active  duty 
enlistees. 

2. 2. 7. 3 "One-on-One"  Interviews.  All  applicants  receive  a 
"one-on-one"  interview  to  insure  they  understand  the  terms  of 
their  enlistment  into  active  duty.  The  AF , Navy,  and  Marine 
Corps  have  their  liaison  conduct  this  interview  prior  to  the 
applicant's  enlistment.  For  the  Navy,  this  interview  is  called 
the  "group  interview",  although  the  purpose  is  the  same.  The 
Army  utilizes  the  AFEES  Processing  Officer,  or  an  E-7  and  above, 
to  conduct  this  interview  which  is  scheduled  throuqh  the  Army 
Desk.  The  purposes  of  the  "one-on-one"  interview  are  to: 

a.  Ascertain  what  has  been  promised  to  the  applicant  and 
insure  this  corresponds  with  his  terms  of  enlistment. 

b.  Reverify  the  applicant's  criminal  record  and  police 
check  (Form  369) . 

c.  Counsel  the  applicant  concerning  false  statements  and 
fraudulent  enlistment. 

d.  Check  the  paperwork  for  completeness,  format,  and 
consistency  with  other  forms. 

e.  Answer  any  questions  the  applicant  may  have  concerning 
enlistment,  his  military  career,  future  processing,  etc. 

2. 2. 7. 4  Marine  Corps.  The  Marine  Corps  does  not  maintain  a desk 


214 


, • Tnc'-oaH  the  liaison  handles  all  the 

functions°ofS  the^processinq 

ees.:  sr*  — 

2.2.8  Remarks.  The  functions  performed_in_the_career 
SSS^1S^^P52S2r-?S.  recruiters  for 
their  respective  service. 

2.3  Enlistment  Packet  Collection_an^Disposition 

• • mt,a  jrppc  Processing  Section  maintains 

2.3.1  Task  Description.  The  AFEE L Jcco^lish  the  enlistment 
an  Air  Puree , Army,  and  Navy  Desk  to  Jcc°^1S£unctions  of  the 

packet  collection  and  Activities  between  the 

Service  Desks  are  to.  1)  “ordina  Prepare  applicant 

liaison  and  the  Processing  Section  U^Prepar^^PP  ^ data 

workflow  sheets;  (3)  Pro  Schedule  Army  applicants 

worksheets  for  forms  preparation;  (4)  Schedule  « Y PP  E_v 

for  "one-on-one"  inte rviews  with  - Ceremonies  for  each 

enlistment  packets  to  the 

yp«pri.^a9.nci.s.  ion  Actlviqes.^ 

The  overall  ^^^r^fce^Inq  Seclion  anfthl  liaisons. 

contracf  prep“alioqn,  orders  preparation,  travel 

arrangements ^^and^swearing-in^ceremon^es^^  ^ proCessing_desk 

prepares  an  SgpllcESt  workflow  sheet  'jETe  ffeet  ^^Iled  to 
enlist°an°applicantlhe InnfddltionI  the  workflc  sheet  provides 

a.  Applicant's  full  name 

b.  SSAN 

c.  Enlistment  information  (i.e.,  active  duty , DEP  In, 
DEP-Out,  term  of  enlistment,  reception  center,  etc). 

notations  ^to  other 

remarks).  Mnrkqhpet  Disposition.  The  processing  desks  for 

the* three^efor^mentioned  seTvTueF^P^ovide  t 

Processing  Section  with  d t k h heefc  for  each  branch  of 

see/viPce°SJefachili?atorordeerf preparation.  In  some  cases,  the 
processingWdesks°alsoeprovideS  the£Transportation  ilerk  with  a 
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. fho  anni leant' s workflow  sheet  in  preparation  for  travel 
copy  of  the  aPpl^ant  3 The  processing  desks  provide  the  typing 

or  } ShVm  93  ^rksheethfo?  data  entry  and  subsequent  production 
‘Tihe  m 93^EmerqencyData  Form.  They  provide  the  typing  pool 
th  tte  DD  lSTS  Is  used  for  data  entry  and  subsequent 
production  of  the  DD  4 and  DD  4C  Enlistment  Contract  and  change 

TITS  llheduiriok Interviews.  The  Army  processing 

d4sk  is  tasked  with  scheduling  Army  apprreants  for 
interviews  with  the  AFEES  Processing  Officer.  The  pr°Je l JL . 
desk  also  provides  the  AFEES  Processing  Officer  with  the  forms , 
a • ,rp  scheduled  one  at  a time  and  are  sequentially 

interviewed*^  ISe  Processing  Officer.  After  each  applicant  has 
been  interviewed,  the  Workflow  Sheet  is  annotated  to  signify 

completion  of  this  activity.  4-Vip  wnrkflow 

2. 3. 1.5  Schedule  Swearing-In  Ceremonies.  When_ the^workf low 

sheet  for  a particular  branch  of  service  indicates  that  all 
applicants  have  completed  enlistment  Pr°ce®s^  th° 

swearing-in  ceremonies,  the  processing  desk  schedules  the 
Processing  Officer  for  a swearing-in  ceremony  for  that  service. 

The  Processing  Officer  is  also  responsible  for  conducting  the 
pre-enlistment  briefing  which  precedes  the  swearing-in  ceremony. 
Usually  each  branch  of  service  has  their  own  ceremony;  however, 
it  maiYbe  conducted  for  more  than  one  service  Once  the  applicant 

has  been  sworn-in,  it  is  noted  on  the  appHfa£g p”°£k packets  are 
2. 3. 1.6  Enlistment  Packet  Disposition.  All  DEP  In  packets 

returned  to  the  appropriate  service  liaison  for  further 
processing  and  eventual  filing.  For  applicants  enlisting  into 
active  duty,  who  are  referred  to  as  shippers  , the  forms 
their  enlistment  packet  are  broken  down  and  distributed  as 

follows : 


a.  Army  - original  copies  of  the  forms  ar%  collated  ,and 
sent  with  a letter  of  transmittal  to  Alexandria,  VA,  second 
“pies  «e  collated  and  either  sent,  with  each  individual 
enlistee  or  a group  leader,  to  the  Reception  Center. 


b.  Air  Force  - original  copies  are  collated  and  sent  to 
the  Air  Force  Military  Personnel  Center  (AFMPC)  at  Randolph  Air 
F^rce  Base"  Texas;  second  copies  are  collated  and  either  sent 
with  a group  leader  to  Lackland  AFB , Texas  or,  where  prior-service 
enlistees  are  concerned,  mailed  to  the  gaining  Consolidated  Base 
Personnel  Office  (CBPO) ; third  copies  are  collated  and  returned 
to  the  AF  liaison  for  his  active  duty  files. 


c.  Navy  - original  copies  are  collated  and  sent  to  the 
Bureau  of  Naval  Personnel  in  Washington,  DC;  second  copies  are 
collated  and  sent  with  a group  leader  to  the  appropriate 
Reception  Center;  remaining  copies  are  returned  to  the  Navy 
liaison  for  further  disposition. 


d.  i.irine  Corps  - all  Marine  Corps  enlistment  packets  are 
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disposition  ££*  C“P?  liaison,  who  handles  the 
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2*  3 . 5. 2 Ou?pu?s  ThJ  thf  Piping  pool.  ' (3'  flllled  documents 
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and  (5)  SF  rr  ^ are  Sent  to  the  aPDrfmriPf  that  have  keen 
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accomplished  by  these  desks.  In  addition,  the  Air  Force  Desk  and 
the  Navy  Desk  are  manned  by  a single  de3k  clerk. 

2. 3. 7.2  Workflow  Sheet  Preparation.  The  Navy  liaison  and  the 
Marine  Corps  liaison  prepare  the  applicant  workflow  sheets  for 
their  respective  branch  of  service.  They  are  sent  to  the  Air 
Force  Desk  along  with  the  enlistment  packets  for  processing 
coordination.  The  Army  Desk  and  the  Air  Force  Desk  prepare  their 
own  workflow  sheets  from  the  enlistment  packets  provided  them  by 
the  liaison. 

2.3.8  Remarks 

2. 3.8.1  Workflow  Sheet  Annotation.  The  workflow  sheets  enable 
the  processing  desks  to  coordinate  and  control  applicant 
processing.  At  the  completion  of  each  phase  of  enlistment 
processing,  the  workflow  sheet  is  annotated  to  reflect  processing 
previously  accomplished . This  procedure  insures  the  complete 
processing  of  each  applicant  before  his  swearing-in  ceremony. 

2. 3.8.2  Hand-carried  Enlistment  Packets.  Enlistment  packets  are 
hand-  carried  to  the  various  Reception  Centers  either  by  an 
enlistee  who  acts  as  the  group  leader,  or  by  the  individual 
enlistee.  The  group  leader,  is  usually  denoted  on  the  workflow 
sheet  by  the  liaison.  For  the  Army,  individual  enlistees  most 
frequently  hand  carry  their  own  enlistment  packets. 

2 . 4 Contract  Preparation 

2.4.1  Task  Description.  The  Typing  Pool  in  the  Enlistment 

Processing  Area  is  responsible  for  preparation  of  the  DD  4, 
Enlistment  Contract.  Pages  1,  2,  and  3 are  prepared:  for 

applicants  going  into  DEP ; and  for  applicants  in  the  "straight 
enlistment"  category.  Page  4,  called  the  DD  46  Change  of  Status, 
is  prepared  for  applicants  coming  out  of  DEP  and  simultaneously 
enlisting  in  the  active  service.  This  task  is  accomplished  in 
four  steps:  (1)  Identify  applicants  which  require  an  Enlistment 

Contract;  (2)  Enter  data  via  CRT;  (3)  Automatic  production  of. 
the  DD  4 or  DD  4c;  and  (4)  Disposition  of  the  DD  4 or  DD  4c. 

2. 4. 1.1  Identify  Applicants . To  identify  applicants  requiring  a 
contract,  processing  desk  personnel  extract  the  DD  1966  Work 
Sheet  from  the  applicant's  enlistment  packet  and  send  it  to  the 
Typing  Pool  Supervisor,  who  assigns  preparation  of  the  contract 
to  one  of  the  typing  clerks. 

2.4. 1.2  Data  Entry.  The  typing  clerk  enters  all  required  data 
on  a formatted  screen  displayed  by  the  CRT.  The  data  required 
for  input  is  obtained  from  the  applicant's  DD  1966  Work  Sheet. 

It  specifies  whether  the  applicant  is:  going  into  DEP,  requiring 

a DD  4;  coming  out  of  DEP,  requiring  a DD  4C;  or  the  applicant  is 
a direct  enlistment,  requiring  a DD  4. 

2.4.1. 3 Contract  Production.  This  activity  is  prompted  by  the 
typing  clerk  at  the  conclusion  of  data  entry  for  each  applicant. 

A display  on  the  CRT  enables  the  clerk  to  initiate  the  automatic 
production  of  either  a DD  4 or  DD  4c,  depending  on  the  type  of 
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perforined  for  the  applicant,  i.e.  for  a DD  4 or  for  a 

two  rop 3 printers"1  P£eparat;?on . of  th^  contract  is  performed  by 
wo  RUPJ  printers.  One  is  designated  for  DD  4 production  nnH  fho 
other  is  designated  for  DD  4C  production.  Production  and  the 

usuallv  °f  Con$ract*-  Completed  contracts  are 

usualiy  sent  to  the  processing  desks  individually,  since  their 

continue  pJocesS,*6  enlistment  P«=<“t,  and  the  applicant  can 
2*4.2  Personnel  Assigned 

s SK SL1EX?- 

»«.,  «.  te'a.s;!""-"  “ *• 

gP-nctlons  Performed.  The  typing  pool  supervisor  in 
2*4.3  Equipment  and  Supplies 

2*4  3 1 Equipment.  Two  R0P3  printers  and  two  Sunor  ™, 

? accomplish  the  functions  in  this  task.  R0P3  is  5 

printinq  DD°4C^ntlTh  4'S  3nd  the  other  is  dedicated  to 

U ben!nitiatel-fromeeUheare«?;  “d  Printi“<  °f  eith« 

the'DD24c'?^^eS'  The  fupplies  expended  are  the  DD  4 forms  and 
paper?  sprocket  fed,  pressure  sensitive,  fan  fold 

entry  Jgfg&X? JrtTs ‘ fongwtf  f0r  °D  4 “d  “ 4C  data 


Data  Entry 


Form 

DD  4 
DD  4c 


Minute; 

2:25 

1:00 


(Data 

Thrup ut 

entry  s Printing) 

Form 

Minutes 

DD  4 

3:00 

DD  4 d 

1 : 40 

sk  are 

the  applicant's 

2.4.5  Interface  Definition 
2* 4.^.1  Inputs.  The  inputs  to  this 
DD  196  6 Work  Sheets., 

2. 4. 5. 2 Outputs.  The  outputs  from  this  task  are  the  printed 
DD  4 contracts  and  the  printed  DD  4C  contracts.  Panted 

2*4‘6J  B°ttlenecks . The  production  of  contracts  is  not 

considered  a bottleneck.  However,  the  processing  desks  do 
th2?\rh  3 “?-4  °r.DD  40  as  *PPlieable, Pas  soon  L posJiWe  so 
can  continue^processing?1461*  ^ be  C°mpleted  “d  the  applicant 
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2.4.7 


Service  Peculiar  Items.  N/A 


2.4.8  Remarks . Typing  Pool  personnel  have  access,  via  the 
CRT's,  to  other  programs  in  the  system.  For  instance,  the 
scheduling  program  may  be  called  in  order  to  schedule  an 
applicant  so  that  his  data  base  may  be  initiated  and  a contract 
can  be  subsequently  be  produced.  This  becomes  a valuable 
capability  since  many  times  the  typing  pool  prepares  contracts 
for  the  next  day's  Navy  applicants.  A basic  requirement  of  the 
system  is  that  an  applicant  must  be  activated  by  the  scheduling 
function  in  order  to  enter  any  data  in  his  data  base. 


2. 5 Allied  Documents /Orders  Preparation 


2.5.1  Task  Description.  Allied  documents  include  Navy  "Page 

13 's"  the  DD  93  Emergency  Data  Form,  Transportation  Requests,  and 
Meal  Tickets.  The  Navy  "Page  13' s"  and  the  DD  93 's  are  prepared 
by  the  Typing  Pool;  and  the  transportation  request  and  meal 
tickets  are  prepared  by  the  transportation  clerk.  Only  the  DD  93 
task  will  be  addressed  here,  since  tne  rest  of  the  tasks  are 
accomplished  the  same  as  in  the  manual  AFEES. 

2. 5. 1.1  Emergency  Data  Form.  The  Typing  Pool  prepares  the  DD  93 
Emergency  Data  Form  utilizing  a CRT  for  data  entry  and  an  R0P3 
printer  for  DD  93  production.  Information  entered  is  taken  from 
a DD  93  worksheet,  which  is  obtained  from  the  applicable  service 
desk.  The  DD  93  is  usually  produced  at  the  same  time  the 
applicant's  DD  4 is  produced.  After  production,  the  DD  93  is 
returned  to  the  applicant's  packet  at  the  appropriate  processing 
desk. 

2.5.2  Personnel  Assigned 

2.5.2. 1 Quantity  of  Personnel.  This  task  is  accomplished  by 

four  clerk  typists  identified  as  follows:  one  transportation 

clerk;  two  clerk  typists  who  are  responsible  for  DD  93 
production;  and  the  typing  pool  supervisor,  who  also  performs  as 
a clerk  typist. 

2. 5.2. 2 Functions  Per fovmed . The  two  clerk  typists  and  the 
supervisor  produce  the  DD  93.  The  basic  functions  performed  are: 
(1)  Data  entry;  (2)  Automatic  printing  of  the  DD  93;  and  (3) 
Disposition  of  the  DD  93  to  the  appropriate  processing  desk. 


2.5.3  Equipment  and  Suppl.1'  is 

2. 5. 3.1  Equipment.  One  R0P3  printer,  dedicated  to  the 
production  of  DD  93  forms,  and  two  Super  Bee  CRT's  are  used  to 
accomplish  the  function  of  producing  Emergency  Data  Forms.  (The 
CRT's  are  the  same  two  that  are  used  for  contract  production). 

2. 5. 3.2  Supplies ♦ The  supplies  expended  are  the  DD  93  forms  in 
sprocket  fed,  multipart  card  and  paper  format. 

2.5.4  Performance  Times.  Average  times  for  DD  93  data  entry  and 
thruput  are  as  follows : 
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3 

4 


Activity 


Minutes 


Data  Entry  1:50 

Thruput  (Data  entry  plus  printing)  2:05 

2.5.5  Interface  Definition 

2. 5.5.1  Inputs . The  inputs  to  the  DD  93  function  are  the  DD  93 
worksheets  supplied  by  the  processing  desks. 

2. 5. 5. 2 Outputs . The  outputs  are  the  printed.  DD  93  Emergency 
Data  Forms. 

2.5.6  Bottlenecks . None  observed. 

2.5.7  Service  Peculiar  Items.  The  Navy  does  not  utilize  the  DD 
93;  they  prepare  their  own  Emergency  Data  Form  for  their 
applicants . 

2.5.8  Remarks . As  presently  implemented,  data  strings  of  up  to 

70  characters  must  be  entered  for  each  of  several  blocks  on  the 
DD  93  which  usually  contain  the  same  data.  An  improvement  can  be 
made  by  a modification  in  the  program  as  follows:  Code  the 

strings  of  data  that  will  be  used  in  more  than  one  block  and  then 
simply  input  this  one  character  code  for  the  other  blocks  where 
the  same  data  is  desired.  This  could  reduce  data  entry  for  the 
DD  93  by  as  much  as  one  half. 

2.6  Enlistment  Brief ing/Swearing-In  Ceremonies.  This  is  done 
the  same  as  in  the  manual  AFEES. 

3.0  GENERAL  COMMENTS 

3.1  Automatic  Production  of  Orders.  Although  the  automatic 
production  of  orders  is  a capability  of  the  automated  system,  the 
limitations  of  the  process  prevent  it  from  being  effectively 
utilized.  In  the  automated  version,  once  an  applicant  has  been 
entered  for  a certain  set  of  orders,  he  cannot  be  deleted. 
However,  the  practice  of  deleting  an  applicant  is  commonplace  ir. 
operation.  For  example,  an  applicant  processes  in  entirety  up  to 
the  point  of  the  swearing-in  ceremonies,  but  at  this  late  moment, 
decides  net  to  enlist.  Other  applicants  may  be  deleted,  i.e. 
found  unacceptable,  by  virtue  of  medical  results,  information 
obtained  during  one-on-one  interviews,  or  other  assorted 
complications  that  are  revealed  at  the  last  moment.  Another 
problem  inherent  in  the  automatic  production  of  orders  is  that  in 
many  cases,  applicants  are  held  over  until  the  next  day,  usually 
to  complete  some  additional  processing  inadvertently  omitted  or 
because  of  their  failure  to  adhere  to  travel' arrangements . These 
circumstances  would  result  in  issuing  travel  orders  with  an 
incorrect  date  for  the  held  over  enlistees.  These  problems 
prevent  the  Enlistment  Processing  Area  from  utilizing  the  present 
orders  production  capability. 

In  addition  the  text  of  the  orders  is  frequently  changed 
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at  the  local  level.  As  long  as  this  is  the  policy  the  MCST 
currently  in  use  provides  a more  effective  way  of  changing 
orders  than  is  currently  available  in  the  automated  system;  however, 
other  more  effective  automated  methods  are  possible,  and  should 
be  investigated. 
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Appendix  H 


Detailed  Description  of  the  Manual  AFEES 


Administrative  Function 


1.0  ADMINISTRATIVE  FUNCTIONAL  AREA 


1.1  General  Description.  The  AFEES  is  responsible  for  disseminating 
examinee  data  (both  individual  and  statistical)  to  various  Government 
offices.  Information  about  individual  examinees  is  sent  by  various 
methods  to  the  Surgeon  General,  HQ  USAREC,  Selective  Service,  and  the 
initial  reporting  station  of  the  individual.  Statistical  data  is  sent 
to  the  AFEES  Regional  Command,  HQ  Army  Recruiting  District,  and 
HO  USAREC.  Other  administrative  data  is  sent  to  the  Regional  Finance 
and  Accounting  offices  and  HQ  USAREC.  Information  for  the  above 
reports  is  acquired  as  the  examinee  processes  through  the  various 
other  functional  areas. 


After  an  applicant  and  his  recruiter  have  filled  out  a preliminary 
packet  of  enlistment  documents  and  forms , the  packet  is  forwarded  or 
fr-J^ought  to  the  AFEES  and  quality  controlled  by  an  appropriate  service 
liaison  before  the  applicant  is  examined.  The  liaison  then  takes  the 
packets  to  Processing,  where  they  are  broken  down  and  distributed. 
Travel  Requests  and  Meal  Tickets  are  filled  out,  and  the  packets  are 
sent  to  the  Data  Communications  Section.  The  Data  Communications 
Section  simultaneously  types  DD  4's  and  extracts  USAREC  MRS  data 
onto  paper  tape  for  transmission  to  HQ  USAREC.  172R  data  is  also 
put  on  paper  tape  for  transmission  to  HQ  USAREC  as  it  becomes  avail- 
able from  the  liaisons.  After  the  Travel  Requests  and  Meal  Tickets 
are  filled  out,  they  are  forwarded  to  the  travel  clerk  who  shreds 
them  out  and  forwards  two  copies  each  to  the  budget  clerk.  As 
reports  become  available  for  processing,  they  are  formatted  by  the 
Data  Communications  Section  for  transmission. 


1.2  Interface  Descriptions.  The  reports  are  mainly  prepared  by  the 
Processing  and  Data  Communications  Sections.  Other  sections  and 
AFEES  personnel  provide  information  for  the  production  of  the 
reports.  Detailed  responsibilities  of  the  different  interfaces 
are  discussed  under  each  report.  A listing  of  report  titles, 
directives,  frequencies  and  destinations  is  included  in  Table  H-l. 
Internal  reports  which  are  used  to  transfer  information  from  one 
section  to  another  for  final  consolidation  in  an  external  report 
are  discussed  within  the  appropriate  external  report  section. 


1-2-1  AFEES  Liaisons.  The  AFEES  liaisons  are  focal  points  for 
information  transfer  between  the  Recruiting  Services  and  AFEES 
sections.  The  following  are  specific  duties  relatinq  to  the 
Administrative  Functional  Areas: 


a.  Quality  check  "to  be  typed"  raw  forms 


b.  Provides  transmission  data  to  Communications  Section 

c.  Maintain  examinee  files  (except  Army) 


o Provide  projected  applicant  lists  to  Reception  and 

Orientation  and  Processing  Sections 


e. 


Provide  orders  data  to  The  Processing  Section 


)\2'.2  Reception  and  Orientation  (R&O) . R&o  keeps  running  totals 

S,PJeCti°n  ilSt>'  flowsheets  (one  sheet  per  service)  for 
scheduling,  and  maintains  Army  records. 

collectTon^Vo  C^rkM  The  Budget  Clerk  coordinates  information 
S™??!  a l he  Medlcal  Exam  Voucher,  Subsistence  and  Lodging 
eporto,  and  Transportation  Transaction  reports.  She  expedites5 

and  forwardsPSem°totl?hr  rep°rtS  throu?h  the  Headquarters  Section 
at  Ft  t a t Pf°per  Accounting  and  Finance  offices 

(DD  250?  to’th  hGK  ^ lerk  al8°  is  resP°nsible  for  corrections 
responsible  £®  ^OVe,repo5^*  The  Budget  Clerk  is  also  primarily 
esponsible  for  operational  data  m the  AFEES  Operational  Report/ 

1-2.4  Processing  Section.  Various  personnel  in  the  Processina 
Section  are  responsible  for  filling  out  Transportation  Recuests 
Meals  and  Lodging  tickets  and  distributing  copies  to  appropriate 
personnel  within  the  AFEES.  Also,  the  Processing  Sections 

fluowiig  ?epo«sf 3 Consolidati°"  and  °«1  transmittal  of  the 

a.  Recruiting  and  Induction  Status  Report 

b.  AFEES  Operational  Report 

c.  Operational  Report 

srni~ 

are^accomplishet^by  SF&J’SgJ?'  °P-ational  Report 

g^i£|lS|ction  The  Medical  Section  enters  medical  data 
and  processes  monthly  Doctor's  Vouchers  for  verifications  Ind 

Mental  Testing  reports  is  coUected  tabiLj.f1^1031  data  (or 

the  Processing  Sec  tion^nd^  HQtagis^calf ;i'n^:orrriationris0phoned^to 
Induction  StSJT^M 

reviews^and^trle^statistical  daLT aquarte”  Secti°"  receives , 
es  statistical  data  for  records  purposes.  Brief- 
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ing  information  and  managerial  decision  data  is  derived  from 
these  records  when  appropriate. 

2.0  FUNCTIONAL  AREA  TASKS 

2.1  USAREC  MRS 

2.1.1  Task  Description.  Between  0930  and  1400  hours,  draft 
DD  4's  or  172R's  are  brought  to  the  AFEES  by  the  examinee,  the 
recruiters  or  by  the  MET  team.  The  appropriate  liaison  then  checks 
the  forms  and  deposits  them  in  the  appropriate  Data  Communication 
Section  (Comm  Section)  "In"  basket.  The  Comm  Section  checks  trans- 
mission-relevant  items  and  types  the  DD  4 according  to  USAREC 

Reg  680-1,  during  which  transmission  data  is  automatically  shredded 
out  and  formatted  for  transmission,  or  punches  the  17 2R  data  onto 
tape.  The  completed  and  draft  DD  4's  and  original  172R's  are  then 
placed  in  the  "Out"  baskets  to  be  picket  up  by  the  corresponding 
service  liaisons  for  final  checkincr  before  being  signed.  The  Dura 
operators  output  copies  on  blank  paper  of  all  transmission  data. 

The  Baltimore  station  is  polled  by  USAREC  normally  between  1530 
and  1630  hours  (sometimes  1730)  for  the  daily  transmission  via 
phone  connection.  Typing/transmission  errors  are  sent  by  USAREC 
on  a DEX  machine  (similar  to  a graphing  machine)  the  morning  after 
transmission.  The  errors  are  checked  and  edited  and  corrections 
are  transmitted  at  the  next  polling  cycle  (see  Remarks,  2.1.8). 

2.1.2  Personnel  Assigned 

2. 1.2.1  Quantity  of  Personnel.  One  supervisor  and  four  typists 
are  assigned  to  the  Comm  Section. 

2. 1.2. 2 Functions  Performed.  The  supervisor  accepts,  checks  and 
distributes  draft  DD  4's  and  USAREC  172R*s  to  the  typists.  She 
also  checks  DEX  error  reports  and  prepares  data  for  submission. 

The  typists  type  the  DD  4's  and  USAREC  172R's  on  Dura  machines 
which  simultaneously  punch  paper  tapes.  The  typists  also  keep  a 
running  count  of  each  kind  of  transmission  they  type. 

2.1.3  Equipment  and  Supplies 

<..1.3.1  Equipment . One  Dataset  and  six  Dura  typewriter/readers 
are  used.  Additionally,  one  Magnetic  Card  Selectric  Typewriter 
(MCST)  may  be  used  to  type/send  transmissions. 

2. 1.3. 2 Supplies . This  task  utilizes  blank  DD  4's,  blank  paper 
and  paper”tape.  The  MCST  uses  blank  paper  and  magnetic  cards 
(Mag  Cards) . 

2.1.4  Performance  Times.  Performance  times  for  this  task  are 
basically  estimated.  On  the  average,  Dura  transmission  to  USAREC 
is  accomplished  in  an  hour.  However,  fluctuations  in  workload 
and  physical  transmission  problems  (broken  lines,  tape  breakage 
or  bad  telephone  connection)  may  make  the  transmission  time 
shorter  or  considerably  longer.  Each  error  detected  by  USAREC 
requires  about  five  minutes  to  correct.  Illegibility  of  the  OEX 
machine  and  cryptic  error  identification  were  blamed  for  much 
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ot  the  correction  time. 

2.1.5  Interface  Definitions 

.iBEHts*  Checked  draft  DD  4's  and  172R*s  are  the  only 

or  illecth?ptS  f?r4-i^hlS  task'  Occasional1y  a form  is  incomplete 
ltg  ' d the  service  liaison  or  the  Dura  personnel  must 

Other  sLSr°Priate  reCruiter  or  AFEES  section  for  clarification. 
Other  secondary  inputs  are  error  codes  returned  by  USAREC. 

.1.5.2  Out£uts.  Outputs  of  this  task  are  punched  paper  tape 
for  transmission  to  USAREC  and  typed  DD  4's.  F P P 

2.1.6  .5£fflenecks . Bottlenecks  occur  when  the  Medical  Area 
unusualTF-Hiavy  workload.  The  172R's  either  arrive  at  the  Du^a 
room  sporadicaHy  or  late.  If  USAREC  polls  early  on  these  days 

Sartro?Sf"rS1°n  13  n0t  alWayS  ready  and  is  completely  delayed  ' 
(part  of  a transmission  is  not  accepted)  until  USAREC  is  in  a 
position  to  re-poll  the  AFEES.  L 1S  in  a 

~---ice  Peculiar  Items.  The  Dura  operators  are  trained  to 
ao  all  ISSr^vTSip-DTT^-and  172R's.  SsAREC  Reg  68o“i  Son- 
checked  at  typing  instructions.  However,  the  forms  are 

SnrSfcSpyi^  thetWSS:fS?f0re  tyPi"9'  S°  the  P™  is 

missions  Transmi|sions-  Baltimore  AFEES  handles  trans- 

from  or  the  European  Recruiting  Commands.  DD  4's  are  received 

fre  t^nod  ^ll^SOn-and  "strlPPed"  (transmission  data  onW)  copie 
are  typed.  The  data  is  transmitted  to  USAREC  with  the  u«m*  ! S = 

naison\oSrihfpaSke?fi0;h^sa^n  Verifj*d  by  USAREC'  the  Army 

£££?***  (f°?  8“  an^Oaklan^tfo^Honolulu 

Instead  ^^izatj:on-  A”  inductee  does  not  have  a DD  4 typed 
instead.  Sections  I and  II  of  the  17?r  -i  , . , i-ypeu. 

mitted.  Interfaces  for  this  task  remain  She  SS?  “ tr“S' 

inJiLeriifss/S  fSuSws)°n  Pr°°eCjUre  iS  3 detailed 

files  ^it  byaSuU^adS?irs«v“ePSnd  ^pefay'S  transmissi°"  “d 

0930  the  foUowiSrmcrSingeSdrS  th6  DEX  Minioi'ole  <DEX>  about 
(a)  Pulls  the  appropriate  Julian  date  files 
by  each  error  cn^DE?  °Perat°r  nuraber  applicant  name 


(c)  Locates  erroneous  transmission  hard  copy 

(d)  Marks  cycle  and  error  code(s)  on  hard  copy 
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(e)  Finds  errors  and  underlines 

(f)  Distributes  hard  copies  to  appropriate  operators 
for  correction  and  resubmission 

(3)  The  operator  outputs  an  original  and  one  carbon  copy  of 
the  corrected  transmission,  files  the  original  with  the  current 
day's  transmission  and  gives  the  carbon  to  the  supervisor. 

(4)  The  next  day  (second  day  since  original  transmission) 
the  supervisor  checks  all  carbons  of  error  corrections  against 
that  day's  DEX  to  assure  the  corrections  were  received  properly 
and  enters  the  date  corrected  and  date  sent  on  previous  DEX 
(original  error  notification)  . 

(5)  The  number  of  corrections  for  each  Edit  Run  Cycle 
(see  (7))  by  service  is  tabulated  by  the  supervisor. 

(6)  Corrections  are  then  filed  in  the  appropriate  Edit  Run 
Cycle  by  the  supervisor. 

(7)  Edit  Run  Cycle.  HQ  USAREC  mails  an  Edit  Run  Cycle  (not 
regularly)  which  lists  all  transmissions  received  by  HQ  USAREC* 

Each  Julian  date  file  within  the  scope  of  the  Edit  Run  is  pulled 
and  all  hard  copies  that  were  received  are  marked  by  the  supervisor. 

(8)  Those  transmissions  not  received  by  HQ  USAREC  are  marked 
with  the  Edit  Run  Cycle  number  and  Julian  date  sent.  These  are 
then  given  to  the  appropriate  operators  for  resubmission  as  cor- 
rections. 


fl 


(9)  The  hard  copies  of  resubmitted  transmissions  are  marked 
with  the  original  Julian  date  and  filed  with  the  current  day's 
submissions.  The  original  transmission  is  filed  under  the  original 
Julian  date.  A carbon  of  the  resubmitlal  is  kept  by  the  supervisor, 

(10)  Resubmissions  are  tracked  exactly  as  if  they  were 
original  transmissions  (start  at  (2)),  except  if  an  error  occurs, 
then  two  or  more  dates  must  be  looked  up. 

Times  for  the  above  process  are  as  follows: 


Step 

(1)  , (3)  , (9) 

(2)  (a) & (b)  , 
(2)  (c)-(f)  , 
(5)  , (7)  , (8) 
(10) 


Time  Person  (s ) 

20  min  Each  Operator  (daily) 

(4)  20  min  Supervisor  (daily) 

(6)  2 hrs  Supervisor  (daily) 

4 hrs  Supervisor  (+  biweekly) 

4 hrs  Supervisor  (daily) 


Times  for  steps  (2)(c)  through  (f) , (5)  through  (8)  and  (10) 
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are  averaged,  but  fluctuate  radically  with  number  of  errors 
reports  not  received  by  HQ  USAREC,  and  errors  on  resubmissions. 

2 * 2 (Dura)  Machine  Utilization  Record 

Description.  A record  of  usage  of  each  Dura  machine 
(number  of  transmissions  processed  by  type  and  service)  is  kept 

mSr^ing1  US^CS1  fS?  ^ ^ ^ °f  the  -ekor^on^y 

q , * An  MCST  card  and  hard  copy  (MCST  139)  are 

prepared  The  hard  copy  is  filed  and  the  Mag  Card  report  is 

soIeirSettet0cSnUSe“L”?nday  ™S  reP°rt  iS  ^cessed 

2.2.2  Personnel  Assigned 

I:2'2:1  P^ntity  of  Personnel.  The  Comm  Section  supervisor  ard 
five  typists  complete  this  report.  supervisor  and 

y^;2,  lotions  Performed.  The  five  typists  keep  daily  totals 
of  the  types  of  transmissions  processed  by  service.  The  super- 
visor collects  and  tabulates  these  totals,  then  either  types  the 
final  report  herself  or  gives  a draft  to  another  typist! 

2.2.3  Equipment  ana  Supplies 

four-Arawl^Sv11"-  MCST'  dataPhone  and  one  drawer  of  a 

four-drawer  filing  cabinet  are  used  for  this  report. 

r'2'l’2  ggeP^es--  Blank  USAREC  139*s  are  used  for  daily  usage 
«4  carts  ^ hard  C°Py  rep°rt 

takeS  ab°Ut  20  °r  30  *»<»*•. 

- -S  averages  earound3three  SSZ 

2«2«5  Interface  Definitions 

are  the  Dupa  «*•»- 

a-  SSS^cSS 

only  anrSalsmirthis^eporr^SS 

tele  phonic*3  repor^must^e^ade?31  iS  ** 

items  Th-e  are  no  service  peculiar 

u;u18ae3SSfr;oonhLS  iS  °nly  made  When  Dura  “Chines  are 

report  has  not  bean  required  to  date  bv  USARFr  huf  ,,,'n  u 96 
time  m the  future.  General  fnrmaf  a , usarec  but  will  be  some 

neral  format  and  content  are  expected  to  be 
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the  same. 


2 . 3  Subsistence  and  Lodging  Reports 

231  Task  Description.  Packets  for  applicants  who  will  be 
shipped  to  their  initial  duty  station  the  next  day  or  will  be 
using  overnight  accommodations  are  sent  by  the  liaisons  to 
Processing  by  close  of  business.  The  Travel  Clerk  then  fills 
out  meal  tickets  and  arranges  for  lodging.  Lodging  costs  are 
billed  directly  to  the  AFEES  by  the  vendor  while  meals  consumed 
reguire  an  invoice  plus  corresponding  meal  tickets.  After  an 
applicant  has  finished  his  processing  for  the  day,  he  receives 
one  copy  of  the  meal  ticket  to  give  to  the  vendor,  two  copies  are 
sent  to  the  Budget  Clerk  and  one  copy  is  retained  by  the  Travel 
Clerk.  The  Travel  Clerk  keeps  a daily  totals  sheet  which  she 
verifies  with  the  liaisons.  Separate  bills  are  received  monthly 
for  meals  and  for  lodging.  The  Budget  Clerk  makes  up  the  original 
reports  and  a cover  letter  and  files  a copy  of  the  letter  plus 
meal  tickets . The  reports  are  then  typed  by  the  Comm  Section  and 
a tape  is  extracted  or  a magnetic  card  is  produced  for  transmis- 
sion to  USAREC.  The  Budget  Clerk  checks  the  final  reports  and 
sends  a copy  of  them  with  cover  letter  and  one  copy  of  each  of 
the  meal  tickets  to  Finance  and  Accounting  at  Ft  Meade.  A 
separate  Subsistence  (USAREC  170)  or  Lodging  (USAREC  171)  report 
must  be  completed  for  each  vendor.  Any  discrepancies  between  the 
vendor's  invoice  and  AFEES  records  are  settled  and  then  documented 
with  an  adjusted  report  by  the  Budget  Clerk. 

2.3.2  Personnel  Assigned 

2. 3. 2.1  Quantity  of  Personnel.  The  four  service  liaisons,  a 
Travel  Clerk,  the  Budget  Clerk  and  one  typist  from  the  Comm 
Section  are  involved  in  these  reports. 

2. 3. 2. 2 Functions  Performed.  The  service  liaisons  are  responsible 
for  insuring  timely  and  accurate  data  from  their  respective  services 
The  Travel  Clerk  is  in  charge  of  processing  the  meal  tickets, 
making  lodging  arrangements  and  verifying  and  mailing  the  final 
reports.  The  Budget  Clerk  compiles  the  final  reports,  writes  ■ 

the  cover  letter,  and  corrects  and  documents  any  discrepancies. 

The  Comm  Section  types  and  transmits  these  reports. 

2.3.3  Equipment  and  Supplies 

2. 3. 3.1  Equipment.  Approximately  three  drawers  of  filing  cabi- 
nets, two  typewriters,  an  adding  machine,  one  Dura  machine  or 
MCST , and  one  dataset  are  used  to  process  these  reports. 

2.3. 3. 2 Supplies.  Blank  USAREC  170's  (Subsistence  Reports), 
blank  USAREC  171's  (Lodging  Reports),  blank  DD  250's,  Mag  Cards, 
and  blank  stationery  are  required  supplies  for  this  task. 

2.3.4  Performance  Times.  Actual  timing  of  this  task  alone  was 
impossible , as  it  is  concurrently  processed  with  one  or  two  other 
reports.  However,  estimates  are  as  follows: 


Activity 

Daily  tabulation/verification 
Typing/distributing  meal  tickets 
Monthly  tabulation/verification 
Original  report/cover  letter 
Final  report/verification/shred-out 
Transmission 

TOTAL 


Time  (Min) 

20 

60-90 

30-90 

20 

15 

3 


148-238 


The  wide  range  of  time  is  due  to  fluctuations  in  applicant  flow 
and  accuracy  of  vendor/AFEES  records  (i.e.,  whether  or  not 
an  adjustment  is  necessary) . 

2*3*^u  Interface  Definitions . Non-AFEES  interfaces  for  this  task 

^ noL?rPllTC7^®'  vendors,  Finance  and  Accounting  (Ft  Meade) 
and  USAREC.  Within  the  AFEES,  the  liaisons,  Travel  Clerk,  Budget 
Clerk,  and  Comm  Section  are  interfaces.  * 

2.3.5.1  In£uts.  Inputs  for  this  task  are  "shipper"  and  "over- 
night lists  and  monthly  vendor  invoices. 

Q.V-tPut5 • Outputs  for  this  task  are  meal  tickets,  pre- 
pared Subsistence  and  Lodging  Reports,  cover  letters,  DD  250's 
(when  needed)  and  Mag  Card  transmissions. 

2:3 -6  Bottlenecks.  There  are  no  actual  bottlenecks  associated 

^ask’  However,  late  submission  of  "shipper"  and  "over- 
night  ' lists  would  definitely  effect  this  task.  Occasional  lltl 
dditions  to  the  above  lists  pose  no  real  threat  to  the  timelv 

ssys  sasisvs; 

coaes 

illlng  purposes.  USAREC  pays  for  some  Selective  Service  and  ell 

mentioned  above  H The  p?esentamLnP?r°Priated  Via  the  USAREC  170 
however,  since  AFEEC  iq  n t * J systera  is  rather  involved; 

lunchroom  raster  onlv  f?ne,aUt0maFng  the  meal  tickets  °r  the 

missions  are  fcMlhi/f*  6p°rt  inputs,  printouts  and  trans- 

S S instructions  III  aUtomatl™ ■ this  time.  Both  HCST 

these  reports  given  ln  the  governing  regulation  for 


2,4  Transportation  Transart- 


10ns 


Report 
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2.4.1  Task  Description.  Lists  of  next  day  "shippers"  are  sent  by 
the  liaisons  by  close  of  business  via  Processing  to  the  Travel 
Clerk,  who  arranges  for  transportation  and  begins  typing  Trans- 
portation Requests  (TR's).  After  the  examinees  are  sworn  in,  they 
receive  a final  briefing,  packets  and  TR's.  The  original  copy  of 
the  TR  is  given  to  the  applicant  by  the  Travel  Clerk,  one  copy  is 
filed  by  the  Travel  Clerk  who  maintains  a dailv  totals  sheet  and 
verifies  it  with  the  liaisons,  and  two  copies  are  kept  by  the  Budget 
Clerk.  When  the  enlistee  arrives  at  his  departure  point,  he 
exchanges  his  TR  for  tickets  to  his  reception  station.  The  vendor 
then  bills  the  AFEES.  All  invoices  accumulated  between  report 
dates  (12th,  20th,  end  of  month)  are  consolidated  into  one  original 
report  by  the  Budget  Clerk,  who  settles  any  discrepancies  via  adjus- 
ted reports.  The  Comm  Section  types  a final  copy  and  prepares  a 
paper  tape  or  magnetic  card  for  transmission  to  USAREC.  The  final 
copy  is  checked  by  the  Budget  Clerk  who  sends  it  and  one  copy  of 
each  TR  attached  to  the  cover  letter  to  Finance  and  Accounting  at 
Ft  Meade. 

2.4.2  Personnel  Assigned 

2. 4. 2.1  Quantity  of  Personnel.  The  four  service  liaisons,  the 
Travel  Clerk  and  the  Budget  Clerk  are  associated  with  this  task. 

One  typist  from  the  Comm  Section  is  also  used. 

2. 4. 2. 2 Functions  Performed.  The  liaisons  are  responsible  for 
timely  and  accurate  data  from  their  respective  services  and 
verifying  daily  totals.  The  Travel  Clerk  is  responsible  for 
processing  the  TR  and  maintaining  daily  totals  for  each  service. 

The  Budget  Clerk  validates  vendor  returned  TR's  and  invoices, 
consolidates,  validates  and  mails  the  final  report,  and  corrects 
any  discrepancies.  The  Comm  Section  types,  collates  and  transmits 
the  final  report. 

2.4.3  Equipment  and  Supplies 

2. 4.3.1  Equipment.  Approximately  three  drawers  of  filing  cabi- 
nets, one  typewriter,  an  adding  machine,  one  Dura  machine  or  MCST 
and  one  data  set  are  used  to  process  this  report. 

2.4. 3.2  Supplies . Supplies  for  this  task  are:  stationery  for 

cover  letters,  blank  paper  for  report,  paper  tape  or  Mag  Cards 
and  DD  250's. 

2.4.4  Performance  Times.  Arranging  the  original  report  takes 
about  35  minutes.  Typing,  verification  and  collating  of  letter 
items  requires  about  15  minuses . Actual  transmission  takes  about 
four  minutes. 

2.4.5  Interface  Definitions 

2. 4. 5.1  Inputs . Inputs  for  this  task  are  "shipper"  lists  from 

Processing  and  periodic  vendor  invoices.  , 

2.4. 5.2  Outputs . Outputs  of  this  task  are  the  transportation 
requests  (TR' s ) , a cover  letter  and  transmission  to  USAREC. 


2.4.6  Bottlenecks . Late  submission  of  "shipper"  lists  could 


« ,*«  * - . ^ ■■ 


timely  subSssi™  ™ ?he  &»£*!“  Ctark  “Uld  ^ 

ii«  pf^g^u-^leSo  SisretasrKe.n°  ~"1~  ^“liar 

2.4.8  Remarks.  Both  MCST  and  Dura  instmrH^c  = 

governing  regulation  for  this  report  given  in  the 

2*  5 Medical  Exams  Voucher 

Sffikws~»s  ssfsrr®  s~.. 

:i;  ^.8s;r££:£-s!H” i “-saat? 

vouchers  are  then  signed  bv  the  IpE??  n^  °e  °"  3 DA  8-11 ' The 
by  the  Budget  Clerk  nnP  Ln  ■ FEES  Commander  and  shredded  out 

typing  Of  the  fin?V*h  PY  15  Sent  to  the  Comm  Section  for 

USAREC.  The  hard  copy  of0?^??0^  f°r  mailing  to  Headquarters 
original  voucher  are  L?Lned  C C r*P°rt  31101  the  coPy  of  the 

hard  copy  before  transmission  to  USAREC  and  fn^Vh^  Checks  the 
voucher.  One  copy  of  the  voucher-  i cC  f f flles  the  original 

and  another  to  Finance  and  Accounting  It  fImS?™1  Headquarteri 
2.5.2  Personnel  Assigned 

Section  cKTe 1 1 tL°Budqe  t °C  llrt  tW°  doctors'  the  Medical 

Section  are  aLoSLt^Ih^hls^t  tYP1"t  th6  C°™ 

service  or^HfngtP|;fg^dr  The  d°ct°rS  keeP  daf!y  totals  by 
respective  DA  8-11  The  Men • Pe rformed  and  validate  their 
tabulation  of  the  docS?s^S  "eCt^n  Chief  insures  daily 
tion  to  the  Budget  Clerk  and  ret  imelY  del:(-very  of  this  informa- 
Budget  Clerk  accomplices  ?he  montCv  °A  S"11’5* 

nails  the  final  report?  ^Th? 'c^C  and  verifies  and 

final  report.  ^ SLCtlon  types  and  transmits  the 

P * 5 * 3 Equipment  and  Supplies 

Dura  machine  or  S?ST  and  onC  iatC^  t116 ' °nG  typewriter,  one 
Also  one  drawer  ofVSiE  22^.“^  f°r  thiS 
2.5. 3. 2 Supplies.  USAREC  288’s,  1RD  126's  'na  R m 
paper  and  paper  tape  are  supplied  for  this  task.  ' blank 

and  i n i tTa  1 voucher TpCpara tionCak*1  c°nsolidatlon  of  information 
mission  tape  (card?%CCcopy  CodStfof  9°  5nutes-  Trans- 

and  actual  transmission  t»E.PthrT£n*^££.  = ‘ ' 


delays  in  obtaining  signatures  and  verifications,  no  set  time  was 
obtained  for  completion  of  this  task  in  its  entirety.  All  sub- 
tasks needed  to  complete  this  task  are  normally  completed  within 
one  or  one  and  one-half  days. 


2.5.5  Interface  Definitions  

2. 5. 5.1  Inputs . Inputs  for  this  task  are  USAREC  28  8 s (daily 

totals  kept  by  doctors).  „ , ,, 

2. 5. 5. 2 Outputs . Outputs  of  this  task  are  DA  8-11  s and  a trans- 
mission to  USAREC. 


2.5.6  Bottlenecks.  Bottlenecks  are  abundant  in  this  task.  If  a 
doctor  is  not  present  to  sign  his  voucher,  or  the  Budget  Clerk  is 
absent,  the  task  can  be  considerably  delayed.  The  Comm  Section 
supervisor  personally  handles  this  task;  however,  other  Dura 
operators  can  process  the  report. 


2.5.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 


2.5.8  Remarks.  The  Baltimore  *YFEES  sends  this  report  via  Dura 
machined  The_cur  rent  USAREC  Re j 18-3  is  written  for  MCST  only. 
Also,  Baltimore  is  still  using  DA  8-11* s instead  of  DA  3904' s, 
which  are  facsimiles  of  the  DA  8-11' s. 


2.6  Recruiting  and  Induction  Status  Report 


2.6.1  Task  Description.  This  report  is  initiated  by  the  Reception 
Desk  (227  Flowsheet)  at  an  AFEES.  Each  section  (Mental,  Medical, 
Processing,  and  Comm  Sections)  relays  the  appropriate  information 
to  the  report  monitor.  When  all  items  have  been  recorded  (USAREC 
346) , the  monitor  then  verbally  transmits  the  report  via  phone  to 
District  Headquarters  and  then  the  report  is  filed  by  the  monitor. 
Corrections  are  reported  by  close  of  business  or  the  morning  after 
an  erroneous  report  is  made. 


2.6.2  Personnel  Assigned 

2. 6. 2.1  Quantity  of  Personnel.  One  person  at  each  section  (R&O, 
Medical,  Comm,  Processing)  is  involved  with  this  task. 

2.6. 2.2  Functions  Performed.  The  person  at  the  R&O  desk  is 
responsible  for  collecting  and  relaying  totals  (by  service)  of 
examinees  who  arrived  for  physicals  and/or  mental  testing,  final 
departure  processing  (shippers)  and  enlistment  into  the  DEP  pro- 
grams (See  227  Flowsheet).  One  person  in  the  Medical  Section 
verifies  and  verbally  relays  totals  (by  service)  of  examinees 
being  physicalled  or  checked.  The  Comm  Section  supervisor  (or 
alternate)  counts  each  operator's  daily  totals  of  WAC  shippers 
and  DEP  enlistments  and  shippers  for  each  service  and  relays 

these  to  the  report  monitor.  The  Processing  Section  report  monitor 
tabulates  totals  as  they  arrive  updates  information,  verifies  total 
number  of  shippers  with  the  Travel  Clerk,  phones  the  final  report 
to  NERRC , and  files  the  report  in  a monthly  file. 


1 
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2.6.3  Equipment  and  Supplies 

2 .6.3.1  Equipment . An  ordinary  telephone  and  one  drawer  of  a 
filing  cabinet  are  used  for  this  task. 

2. 6. 3. 2 Supplies . NERRC  Feeder  Report  Forms  and  227  Flowsheets 
are  the  only  supplies  utilized  for  this  report. 


2- 6. 4 Performance  Times.  The  Recruiting  and  Induction  Status 
Report  requires  about  30  minutes  (total)  compilation  time.  This 


includes  compilation  for  each  section  plus  the  final  report  totals 
Actual  phone  transmission  requires  about  five  to  seven  minutes. 


2.6.5 
2. 6. 5.1 


Interface  Definitions 

Most  of  the  input  for  this  report  is  initiated 


Inputs . 

at  the  R&O  desk.  Checks  are  made  later  at  other  sections  (Medical 
and  Comm)  to  control  applicant  flow  and  verify  data.  Final  veri- 
fication of  shippers  totals  is  made  with  the  Travel  Clerk. 

2. 6. 5. 2 Outputs . A hard  copy  of  the  final  telephonic  report  is 
kept  by  the  NCOIC  of  Processing,  and  the  actual  report  is  received 
by  North  East  Regional  Recruiting  Command  (NERRC). 


2.6.6  Bottlenecks . 
report. 


Any  delay  at  the  R&O  desk  can  delay  this 


2.6.7  Service  Peculiar  Items, 
related  to  this  report. 


There  are  no  service  peculiar  items 


2.6.8  Remarks. 


The  Baltimore  AFEES  reports  Washington  DC  and 

Baltimore  totals  separately.  During  mobilization,  inductees  for 


each  service  are  also  reported. 


2 • 7 Operational  Report 


2-7.1  Tisk  Description.  The  Operational 
of  processing  done  for  each  service, 
this  report  is  gathered  from  the  R&O  desk 
Mental  (USAREC  346)  and  Medical  Sections 
are  calculated  and  recorded  on  USAREC  346 
tion  NCOIC.  A magnetic  card  is  typed  and 
when  the  AFEES  is  polled  on  Monday  (or  fi 
weekend  holiday),  and  the  information  is 
NCOIC  to  the  Regional  Recruiting  Command 


Report  is  a weekly  sum- 
Daily  information  for 
(Flowsheet)  and  the 
(telephonically) . Totals 
by  the  Processing  Sec- 
transmitted  to  USAREC 
rst  work  day  after  a 
phoned  by  the  Processing 
HQ. 


2-7.2  Personnel  Assigned 

2 -7*2-1  Quantity  of  Personnel.  One  person  at  the  R&O  desk  and 
one  person  each  in  the  Mental  and  Medical  Sections  and  the 
Processing  Section  NCOIC  are  involved  in  this  task. 

lil'll2  Performed . The  daily  information  relayed  for 

uhe  xecruiting  and  Induction  Status  xEeport  by  the  R&O  desk  is 

R&rwif^v  thi<K  No  ?ther  inflation  is  required  from  the 

Menta:|-  Section  phones  the  number  of  MFT  sites  that 
active  the  previous  week  and  non-Army  testers  on  Monday  or 


\ 
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l 1 


i 
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Tuesday.  The  Baltimore  DEC  phones  the  number  of  medical  sites 
and  physicals  performed  outside  the  AFEES  weekly.  The  Medical 
Section  reports  the  number  of  consults  daily  on  a USAREC  346. 

The  Processing  Section  NCOIC  tabulates  this  information  on  the 
top  of  a USAREC  346  and  makes  the  verbal  report  to  NERRC . The 
Comm  Section  is  responsible  for  MCST  transmission  of  this  report 
to  HQ  USAREC. 


2.7.3  Equipment  and  Supplies 

2. 7. 3.1  Equipment.  One  telephone,  one  drawer  of  a filing  cabinet, 
one  MCST  and  one  data  phone  are  used  for  this  report. 

2. 7. 3.2  Supplies . MCST  magnetic  cards  and  USAREC  346' s (top 
half)  are  used  in  this  task. 


2.7.4  Performance  Times.  Final  computation  of  this  report  nor- 
mally takes  about  30-45  minutes,  MCST  transmission  one  minute  and 
phone  (vocal)  transmission  about  five  to  nine  minutes.  Input 
computation  times  are  in  Table  H 3. 


2.7.5  Interface  Definitions 

2. 7. 5.1  Inputs . Inputs  for  this  task  include  R&O  flow  sheets, 
verbal  totals  from  the  Mental  Section,  a verbal  Baltimore  DRC 
report  and  a partially  completed  USAREC  346  from  the  Medical  Sec- 
tion. 

2. 7. 5.2  Outputs . Outputs  are  totals  for  various  processing 
actions  by  service  on  a completed  USAREC  346  and  MCST  facsimile/ 
Mag  Card  and  a phone  report. 

2.7.6  Bottlenecks . One  bottleneck  can  occur  if  the  Processing 
NCOIC  is  unexpectedly  absent  on  the  report  day;  other  personnel 
are  much  slower  in  organizing  data  inputs  for  this  task. 


2.7.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 
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2.7.8  Remarks . None. 

2. 8 AFEES  Operational  Report  (Weekly) 

2.8.1  Task  Description.  This  is  a continuation  of  the  Opera- 
tional Report  described  in  Section  2.7.  Further  breakdown  of 
mental  testing  and  medical  data  are  collected  concurrently  with 
information  described  in  2.7. 

2.8.2  Personnel  Assigned 

2. 8.2.1  Quantity  of  Personnel.  One  person  each  from  the  Mental, 
Medical  and  Processing  Sections  and  two  persons  from  the  Head- 
quarters Section  are  associated  with  this  task. 

2. 8. 2. 2 Functions  Performed.  In  addition  to  the  requirements  in 

Section  2.7.2,  the  associated  sections  perform  the  following  func- 
tions: The  Mental  and  Medical  Sections  report  detailed  statistical 

information  by  service  (items  14-19  and  20-23  respectively).  The 
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Headquarters  Section  reports  verbally  or  on  a USAREC  346,  items 
24-29. 

2.8.3  Equipment  and  Supplies 

2. 8. 3.1  Equipment . One  telephone  and  one  drawer  of  a filing 
cabinet  (same  ones  as  in  2.7. 3.1)  are  used  for  this  report. 

2. 8.3.2  Supplies . USAREC  34  6' s (top  in  2. 7.3. 2 and  bottom)  are 
used  for  this  report. 

2.8.4  Performance  Times.  Performance  times  are  included  in 
paragraph  2.7.4. 

2.8.5  Interface  Definitions 

2. 8. 5.1  Inputs . Input  sources  are  identical  with  those  described 
in  paragraph  2. 7. 5.1,  with  the  addition  of  the  Headquarters  Section. 

2. 8. 5. 2 Outputs.  Outputs  for  this  task  are  a completed  USAREC  346 
with  the  USANERRC  Supplemental  Report  and  a phone  transmission  to 
RRC . 

2.8.6  Bottlenecks . Bottlenecks  for  this  task  are  discussed  in 
paragraph  2.7.6. 

2.8.7  Service  Peculiar  Items.  There  are  no  service  peculiar  items 
or  procedures  relevant  to  this  task. 

2.8.8  Remarks.  NERRC;  requires  an  additional  monthly  report  of 
the  same  items.  The  Processing  NCOIC  totals  all  weekly  reports 
for  the  month,  except  the  Headquarters  Section  items.  The  Head- 
quarters Section  submits  an  extra  monthly  report  to  the  Processing 
Section  for  incorporation  into  the  final  monthly  report.  All 
other  aspects  of  the  monthly  report  (data  flow,  consolidation  and 
transmission)  remaiin  the  same. 

2 . 9 Cost  Avoidance  Report 

2.9.1  Task  Description.  Every  time  a Mobile  Examination  Team 
(MET)  tester  gives  a qualifying  mental  test,  he  keeps  a roster  of 
examinees  by  service.  After  MET  rosters  are  returned  to  the  AFEES 
Mental  Section,  totals  of  actual  tests  given  are  transposed  to  a 
weekly  flowsheet  by  type  (qualified,  disqualified,  male,  female, 
prior  service  and  WAC) , date,  and  MET  site.  The  weekly  flowsheet 
is  used  to  complete  a weekly  (statistical)  report  of  qualified 
and  disqualified  examinees.  The  weekly  report  (on  a USAREC  346) 

- is  forwarded  to  the  Headquarters  Section  and  tc  the  Processing 

Section  for  the  Operational  and  AFEES  Operational  Reports.  The 
weekly  reports  are  also  used  to  prepare  the  monthly  summary  (same 
type  information  as  weekly  report)  which  is  used  by  the  Processing 
Section  for  the  end-of-month  AFEES  Operational  Report  (also 
USAREC  346).  The  monthly  summaries  and  weekly  flowsheets  are 
used  in  consolidation  of  the  Cost  Avoidance  Report.  Original 
copies  of  the  MET  rosters,  weekly  flowsheets,  monthly  summaries 
and  Cost  Avoidance  Reports  are  kept  by  the  Mental  Section. 
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2.9.2  Personnel  Assigned 

2.9. 2.1  Quantity  of  Personnel.  MET  testers,  one  Mental  Section 
staff  person  and  the  Mental  Section  Officer  are  associated  with 
this  task. 

2. 9. 2. 2 Functions  Performed.  Each  MET  tester  keeps  a roster  of 
examinees  mentally  tested  at  each  MET  site.  The  staff  person 
totals  numbers  of  examinees  by  type  tested  at  each  MET  site, 
completes  the  weekly  flowsheet,  compiles  and  forwards  a weekly 
statistical  report,  and  assists  with  compilation/verif ication 
of  the  monthly  summary  and  Cost  Avoidance  Report.  The  Officer 
assures  timely  forwarding  of  information  to  other  sections  and 
compiles  the  monthly  summary  and  Cost  Avoidance  Report.  Also, 
the  Officer  composes  a cover  letter  to  accompany  the  Cost 
Avoidance  Report. 

2.9.3  Equipment  and  Supplies 

2.9. 3.1  Equipment.  Two  drawers  of  a filing  cabinet,  one  adding 
machine  and  one  typewriter  are  used  for  this  task. 

2. 9. 3. 2 Supplies.  MET  rosters  and  weekly  flowsheets  are  kept  on 
locally  produced  (mimeographed)  forms.  The  weekly  statistical 
reports  and  monthly  summaries  are  kept  on  USAREC  346* s.  The 
Cost  Avoidance  Report  is  typed  on  blank  paper,  and  the  accompany- 
ing cover  letter  is  typed  on  stationery. 

2.9.4  Performance  Times.  Approximately  10  minutes  is  used  by 
each  MET  tester  at  each  MET  site  to  complete  and  verify  the  MET 
roster.  Daily  flowsheet  totals  consume  10  minutes.  The  weekly 
statistical  report  tabulation  takes  20  minutes,  and  the  monthly 
summary  takes  20  minutes.  The  Cost  Avoidance  Report  requires 
five  man-hours  compilation  and  two  man-hours  rechecking  time. 
Typing  the  Cost  Avoidance  Report  and  accompanying  cover  letter 
takes  30  minutes. 

2.9.5  Interface  Definitions 

2. 9. 5.1  Inputs . The  primary  inputs  to  this  task  are  the  MET 
rosters.  No  input  from  any  other  AFEES  section  is  required. 

2. 9. 5. 2 Outputs.  The  outputs  of  this  task  are  weekly  flowsheets, 
weekly  statistical  reports,  monthly  summaries,  and  quarterly  Cost 
Avoidance  Reports. 

2.9.6  Bottlenecks.  If  Friday  MET  rosters  are  late,  the  totals 
must  be  called  in  so  that  a weekly  statistical  report  can  be 
forwarded  to  the  Processing  Section  to  meet  the  Operational  and 
AFEES  Operational  Reports  deadlines.  All  of  the  Mental  Section 
staff  are  familiar  with  procedures  and  formats  of  the  various 
reports  and  are  completely  interchangeable  in  their  duties.  The 
Officer  has  one  alternate. 

2.9.7  Service  Peculiar  Items.  No  service  peculiar  items  apply 
to  this  task. 
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2.9.8  Remarks . The  Baltimore  AFEES  tabulates  the  weekly  flow- 
bj  DR?.'  Y statistical  reports  (298)  and  monthly  summaries 


3.0  GENERAL  COMMENTS 


3.1  jauigrent  Changes.  On  1 October  1975,  the  Baltimore  AFEES 

resui?no?0S  S -tranfiti0n  t0  3 COmplete  MCST  operation. 

As  a result  of  the  equipment  transition  phase,  the  USAREC  MRS 

was  ?e??indCd  H chaaged'  and  the  Dura  Machine  Utilization  Record 

Tab if  ??  2d  d ad  rapla<;ed  by  an  MCST  Utilization  Record.  See 
Table  II  for  updated  information. 


USAREC  MRS.  All  items  remain  the  same  except: 


Task  Description.  The  Comm  Section  now  inputs  all  trans- 
mission data  on  magnetic  cards  via  the  MCST.  DD  4's  are 

separately  typed  for  each  enlistee.  Types  of  acquisitions  are 
kept  in  groups  on  different  c;  rds . 1 "s  are 


of  Personnel.  There  are  now  one  supervisor 
two  part-time,  and  two full-time  MCST  operators. 


3. 1.1. 3 Equipment.  Three  MCST's  and  one  data  phone  are  used 
for  this  task.  One  additional  MCST  is  pending  shipment. 


o'*1*1*4  -erformance  Time.  Total  transmission  time  takes  lk  to 

a M rih^br(-COrre°tion  tine  remains  the  . T^Sto  type 
a DD  4 changed  to  an  average  of  2 minutes  40  seconds  Time  to 

input  transmission  data  is  as  follows:  * Time  tD 


Section 


Time (Min) 


I (172  R) 

II  (172  R) 

III  (DD4 ) 


h*4ver  llfor^te^r  Corr^ion  Pf°cedure  remains  the  same; 
mafoly  7%?  19  thlS  period  has  leased  to  approxi- 


334m42ex5iir  Machlne  Pl-Uij£^U^£°rd.  All  items  remain  the 


Ikmlt'rJznv  °?scriPtlon-  The  procedure  (and  times)  for  this 
L’hp'  the  same  as  for  the  Dura  Machine  Utilization  Record 

uSege  is  recorded  daily  fox  MCST  usage  as  for  D«a‘ 


e,‘,i‘2‘2r  Siaphity  of  Personnel.  There  are  now  one  supervisor 
two  part-txme  ancTtwo  full-time  MCST  operators.  SUpervlsor' 


■ ^ — 


3.1.3  Transportation  Transaction  Report.  All  items  remain  the 
same  except  this  report  is  now  exclusively  transmitted  by  Maq 
Card. 

3.1.4  Medical  Exams  Voucher.  All  items  remain  the  same  except 
this  report  is  now  exclusively  transmitted  by  Maq  Card. 

3.2  Streamlined  Forms  Changes.  The  new  DD  4 and  DD  1966, 
initiated  into  use  on  1 July  and  1 October  1975  respectively, 
have  had  impacts  on  some  procedures  and  times  in  the  USAREC  MRS 
Report.  See  Table  H 2 for  updated  information. 

3.2.1  MRS  Report.  All  items  remain  the  same  (as  updated) 
except : 

3.2.1. 1 Task  Description.  The  DD  4 (and  associated  DD  4c)  are 
not  typed  by  the  Comm  Section.  This  task  is  now  done  by  the 
Processing  Section.  Instead  of  receiving  draft  (old)  DD  4's  and 
USAREC  172R's,  the  Comm  Section  receives  draft  DD  1966's. 

Pertinent  sections  of  the  DD  1966  data  are  typed  onto  Mag  Cards 
via  the  MCST's. 

3.2.1. 2 Quantity  of  Personnel.  One  supervisor  and  three  MCST 
operators  are  assigned  to  this  task. 

3.2.1. 3 Equipment.  Three  MCST's  and  one  data  phone  are  used  in 
the  Comm  Section.  The  fourth  pending  MCST  has  not  arrived. 

3. 2.1. 4 Performance  Times.  Total  transmission  time  remains  the 
same.  DD  4 typing  time  is  deleted.  MRS  data  input  is  as  follows: 

Type  Time (Min) 


I 

1.0 

II 

1.5 

III 

2.0 

IV 

0.5 

V 

0.5 

3.2.2  (MCST)  Machine  Utilization  Record.  All  items  remain  the 
same  except: 

3.2. 2.1  Quantity  of  Personnel.  One  supervisor  and  three  MCST 
operators  are  assigned  to  this  task. 


TABLE  H 1.  REPORTS  HANDLED  BY  ADMINISTRATIVE  AREAS  FOR  MANUAL  SYSTEM 
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Detailed  Description  of  the  Automated  AFEES 


administrative  Function 
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1.0  ADMINISTRATIVE  FUNCTIONAL  AREA 

1.1  General  Description.  The  Baltimore  AFEES  Administrative 
Functional  Areas  have  been  expanded,  but  general  intra-AFEES 
procedures  have  not  been  changed  significantly  from  the  manual 
procedures.  Descriptions  of  Functional  Area  Tasks  that  were 
greatly  changed  before  phase  over  (1  Jan  76)  have  been  rewritten. 

1.2  Interface  Definitions.  Previously  described  reports  (See 
Table  I 1)  have  the  same  interfaces  and  directives  as  before. 
Reports  concerning  the  automated  system  are  mainly  used  by  the 
Data  Communications  Section  (Comm  Section)  and  the  Computer 
Operator.  System  report  titles  frequencies,  users  and  current 
outputs  are  included  in  Table  12. 

1.2.1  Mental  Section.  Due  to  the  added  burden  of  scheduling 
mental  tests  the  Mental  - Comm  Section  interface  has  been  r-  . 
expanded.  Each  MET  proctor  updates  his  list  of  testers  prior  to 
giving  the  tests  and  phones  in  the  results  to  the  mental 
section.  The  Mental  Section  updates  their  lists  and  sends  the 
lists  to  the  Comm  Section  for  scheduling.  Scheduling  must  be 
computed  prior  to  the  start  of  automatic  test  scoring.  Mental 
test  scoring  is  automatically  entered  by  the  optical  mark  reader. 
Therefore,  mental  test  scores  previously  entered  by  the  Comm 
Section  are  now  already  in  the  system  and  entry  by  the  Comm 
Section  is  not  needed. 

1.2.2.  Medical  Section.  The  Medical  Section  enters  abnormal  and 
disqualifying  SF  88  and  SF  93  data.  This  data  forms  the  basis 
for  the  output  of  the  Medical  Summary  Report  printed  at  the  end 
of  each  processing  day.  In  addition,  entry  of  the  disqualifying 
codes  in  the  medical  section  eliminates  the  need  for  this  data  to 
be  entered  by  the  Comm  Section. 

2.0  FUNCTIONAL  AREA  TASKS 

2. 1 USAREC  Mechanized  Reporting  System 

2.1.1  Task  Description.  Between  0900  and  1500  hours,  DD  1966's 
(page  1WS  data)  are  delivered  to  the  Comm  Section  by  the 
appropriate  ser/ice  liaison.  The  Comm  Section  checks 
transmission  items  and  codes  any  items  left  uncoded  by  the 
recruiter  or  liaison.  All  applicants  not  scheduled  for  the 
current  day  are  scheduled  by  the  Comm  Section.  Transmission 
data  is  then  entered  for  applicants  according  to  priorities  and 
formats  in  USAREC  Reg  680-1.  Each  CRT  operator  outputs  a listinq 
of  all  recorded  data  filed  for  transmission,  and  a listing  by 
SSAN  of  all  records  to  be  transmitted  that  day.  Both  listings 
are  filed  under  the  current  julian  date.  Computer  transmission 
is  normally  initiated  by  Baltimore  by  1700  hours.  Errors  are 
sent  by  HQ  USA  RISC  on  a DEX  machine  the  morning  after 
transmission.  The  errors  are  checked  and  edited,  and 


corrections  are  transmitted  with  the  next  transmission. 

2'1,2  ge_rsonnel  Assigned.  One  supervisor  and  three  tvpists 
are  assigned  to  the  Comm  Section.  typists 

2'i’2 * * **2  gjfflctions,.  Performed.  The  supervisor  accepts  checks 

checks  DM  er?cf»oe%DD  ^ 1 WS’sto  the  typists,  'she  also 
cnecks  DEX  error  reports  and  assigns  resubmission  data  to  the 

■tyPiS^S(s)*  The  enter  schedClino  and  M 

file  data.Vla  " “ ^ conputer'  and  output  trans^sfion 

2.1.3  Equipment  and  Supplies. 

DTr’^nn  f-a~pment:  Three  CRT's  are  used  to  input  data,  and  one 

DTC  300  for  transmission  file  output. 

paper! ^ ^lle3-'  This  task  utilizes  single  sheet  sprocket  fed 


2.1.4  Performance  Times, 
this  task  are: 


One  the  average,  input  times  for 


Time 


^Pe 

I 

II 

III 

IV 

V 

Scheduling 


Seconds 

45-55 

30 

30 

10 

5 

45 


Transmission  file  outputs  run  about  three  minutes  per  operator 
All  performance  tin«s  fluctuate  + io%  dependinq  cn  sys?em 

DD  1966  * format^  c?rfec^lon  tire  averages  3^  minutes,  due  to  the 
minites  (2o“l) . tUSl  transrais=i°h  time  is  about  five 


2.1.5  Interface 
2- 1.5.1  Inputs, 
for  this  task. 
USAREC . 


Definitions 
” checked  DD  1966' s 
Secondary  inputs  are 


are  the  only  initial  inputs 
error  codes  returned  by  HQ 


2 . 1 . 5 . 2 Outputs, 
transmission  data 


Outputs  for  this  task  are  formatted 
and  Transmission  File  Listings. 


2-V6  ifott^enecks.  Acceptance  of  DD  1966s  is  cut  off  at  1500 

lf  the  ^tal  Section  delays  delivery  of  MFT  data  for* 

is  completedtraTra?lsmiJs'datS  pre“ernPted  until  MET  scheduling 

tests  is  slo^^ri  nsmissi°n  data  entry  during  scoring  of  MET 


2< 


r 
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* 

a 


ft 
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2.1.7  Service  Peculiar  Items.  The  typists  are  trained  to  enter 
data  for  all  types  of  applicants.  USAREC  Regulation  680-1 
contains  the  specific  formatting  and  coding  instructions. 

2. 1.7.1  European  Transmissions.  The  European  transmission 
entry  of  data  is  now  accomplished  via  CRT  and  transmission  is 
automatic.  A special  Work  ID  was  assigned  (E008)  by  HQ  USAREC 
for  these  transmissions . 

2.1.7,.  2 Mobilization.  Procedures  for  inductees  aie  not  accounted 
for  in  the  USAREC  Regulation  680-1. 


f 

I 

i 


ft 


2.1.3  Remarks.  The  detailed  algorithm  for  error  correction 
procedures  is  contained  in  paragraph  2.1.8  of  Appendix  H. 

The  correction  procedure  remains  the  same,  except  only  one  copy 
of  corrections  is  made.  The  correction  copy  is  retained  by  the 
supervisor  until  the  correction  is  received  by  HQ  USAREC,  then 
filed  as  in  step  (3)  of  the  manual  task.  Error  rates  are  now 
much  lower  (less  than  1%)  and  total  error  correction  times 
reduced  accordingly  (persons  performing  steps  remain  the  same) : 


Step 

(1) ,  (3),  (9) 

(2)  , (a)  & (b)  , (4) 

(2)  (c)-(f ) , (6) 

(5),  (7),  (8) 
(10) 


Time 

5 minutes 
10  minutes 
20-45  minutes 
2-2*3  hours 
1 hour 


These  times  should  drop  when  receipt  of  computer  transmissions 
is  upgraded  by  HQ  USAREC:  currently  sporadic  records  are  being 

lost. 

Scheduling  of  MET  testers  is  an  added  task  due  to  the 
automated  system,  if  testers  could  be  automatically  scheduled 
during  the  scoring  process,  a savings  of  1 man-hour  per  day  for 
the  Comm  Section  and  earlier  test  results  could  be  achieved. 
Currently,  the  testers  are  not  transmitted  to  HQ  USAREC  on  the 
same  day  the  tests  are  scored  due  to  the  late  finishing  time  of 
scoring  and  demographic  data  needed  for  transmission.  A 
follow-on  program  should  investigate  further  the  possibility  of 
same-day  transmission  for  MET  tester  data  thus,  time  saved  by 
automatic  testing  could  be  used  for  entry  of  demographic  data 
(test  ID,  mental  test  scores,  aptitude  score  and  category  are 
examined  for  utility  of  automatic  data  entry  via  test  sheets. 

2.2  (MCST)  Machine  Ucilization  Record.  The  description  of  this 
entire  task  is  the  same  as  the  manual  task.  As  negative  reports 
are  not  required,  the  only  time  this  report  is  transmitted  is 
when  actual  use  of  the  MCST’s  is  accomplished  (computer  down 
days).  This  report  may  be  transmitted  only  by  MCST. 

2.3  Subsistence  and  Lodging  Reports.  The  descriptions  of  these 
report!  remain  the  same,  except  computer  transmittal  of  these 
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TITLE/FORM 

FREQUENCY 

DUE  DATE /TRANS  TO 

USAREC  MRS/ 
DD  1966  WS  1 

Daily 

Type  I NLT  COB:  II  with- 
in 3 dys  of  processing; 

III  3 dys  of  processing/ 

IV  ASAP /comp  comm  to  HQ 
USAREC 

(MOST)  Machine 
Utilization  Record/ 
USAREC  139 

EOW  MCST 

Mon  eve /comp  comm  to  HQ 
USAREC 

Subsistence 

Monthly 

NLT  COB  2 wkdy  following 

Lodging  Report/ 
USAREC  170  & 171 

EOM/ltrs  to  Ft  Meade  & 
HQ  USAREC 

NA 

Medical  Exams  Voucher/ 
USAREC  288 

Monthly 

NLT  COB  5 wkdy  following 
EOM/Ltr  to  HQ  USAREC 

Recruiting  & Induction 
Status  Report/RCS 
DCSPER  - 227 

Info  Filed 

Verbal  Trans  to  District 
HQ  rescinded 

Operational  Report/ 
USAREC  346  (top) 

Weekly 

Monday  after  rpt  wk/ 
MCST  to  HQ  USAREC 

AFEES  Operational 
Report /USAREC  346 
(bottom) 

Weekly 

Concurrent  with  above 

NOTE:  All  computer  communication  (comp  comm)  may  be  accomplished 

via  MOST. 
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Table  I 2 System  Reports 


TITLE 

FREQUENCY 

USER(S) /OUTPUT 

Applicant  Status 

As  Needed 

R&O,  Comm,  Mental/C 

Applicant' s Data  Base 

As  Needed 

R&O , Med,  Comm/C 

Workload  Report 

Daily 

R&O,  Enl,  Med,  HQ/C&P 

Special  Workload  Reports 

As  Needed 

R&O,  Med,  HQ,  Comm/P 

USAREC  DD-1966  Transmission 

Daily 

Comm/P 

Pile 

Operator/Transmission 

Daily 

Comm/P 

Workload 

Transmission 

Daily 

Comm,  Op/C 

Medical  Summary 

Daily 

Med,  HQ/P 

Forms  Production 

Daily 

HQ/P 

C = CRT 
P = Printer 


reports  is  available.  Telephonic  transmittal  of  this  report  has 
been  rescinded  by  HQ  USAREC.  All  other  aspects  of  this  task 
remain  the  same  as  the  manual  task. 


2.4  Transportation  Transaction  Report.  The  description  of  this 
task  remains  the  same,  except  computer  transmittal  of  this 
report  is  available.  Telephonic  transmittal  of  this  report  has 
been  rescinded  by  HQ  USAREC.  All  other  aspects  of  this  task 
remain  the  same  as  the  manual  task. 


2.5  Medical  Exams  Voucher.  The  description  of  this  report 
remains  the  same,  except  computer  transmittal  of  this  report  is 
available.  Telephonic  transmittal  of  this  report  has  been 
rescinded  by  HQ  USAREC.  All  other  aspects  of  this  report  remain 
the  same  as  the  manual  task. 


2*6  Recruiting  and  Induction  Status  Report.  Although  data  for 
this  report  is  still  collected  and  filed,  the  actual  verbal 
transmittal  is  no  longer  required.  R&D  data  for  this  report  is 
gathered  from  the  daily  workload  report  (See  section  2.10).  All 
other  aspects  of  this  report  remain  the  same  as  the  manual  task. 


2 • 7 Operational  Report. 


2,7>f  Task  Description.  The  task  description  for  this  report 
remains  the  same  as  the  manual  description,  except  R&D 
information  is  taken  from  a daily  workload  report,  and  a verbal 
report  is  no  longer  required.  The  transmission  of  this  report 
is  computerized,  however,  the  entry  of  transmission  data  is 
still  accomplished  by  the  Comm  Section. 


2.7.2  Personnel  Assigned. 

2. 7. 2.1  Quantity  of  Personnel.  K nains  the  same. 

2*7*2*2  Functions  Performed*!  All  personnel  perform  the  same 
functions  except  the  Comm  Section,  which  now  enters  the  data  for 
computerized  transmission. 


2.7.3  Equipment  and  Supplies. 

2.7. 3.1  Equipment.  One  telephone,  one  drawer  of  a filing 
cabinet,  and  one  CRT  are  used  for  this  report. 

2*7*3*2  Supplies . Single  sheet  sprocket  fed  paper,  USAREC 


346  s (top  half) , and  magnetic  tape  (transmission  file)  are  used 


for  this  task. 


2,7,4  j-grf°nmance  Times.  Computation  time  remains  the  same  for 
all  sections  except  comm.  Data  entry  time  requires  3-5  minutes, 
and  computer  transmission  time  was  less  than  10  seconds. 


2.7.5  Interface  Definitions 

2.7.5.1  Inputs . Inputs  for  this  task  include  the  computerized 
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R&D  workload  report,  verbal  totals  from  the  mental  section,  and 
a partially  completed  USAREC  346  from  the  Medical  Section. 

2. 7.5.2  Outputs . Outputs  are  totals  for  various  processing 
actions  by  service  on  a completed  USAREC  346  (top  half)  and  a 
computerized  transmission  to  HQ  USAREC. 

2.7.6  Bottlenecks . The  Enlistment  Area  supervisor  has  been 
trained  on  this  report  since  the  Manual  Administrative  Area  was 
documented.  There  are  now  no  severe  bottlenecks  associated  with 
this  report. 

2.7.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  associated  with  this  task. 

2.7.8  Remarks.  The  format  and  frequency  (Monthly  only)  of  this 
report  has  been  changed  for  all  other  AFEES  except  Baltimore, 
due  to  contractual  software  change  difficulties.  This  report 
should  be  updated  at  the  earliest  possible  moment  by  any  follow- 
on  contractual  agreements. 

2. 8 AFEES  Operational  Report 

2.8.1  Task  Description.  This  is  a continuation  of  the 
Operational  Report  described  in  Section  2.7.  Further  breakdown 
of  mental  testing  and  medical  data  are  collected  concurrently 
with  implementation  described  in  2.7. 

2.8.2  Personnel  Assigned 

2. 8. 2.1  Quantity  of  Personnel.  One  person  each  from  the  Mental, 
Medical,  Processing  and  Comm  Sections  and  two  persons  from  the 

HQ  Section  are  associated  with  this  task. 

2. 8.2.2  Functions  Performed.  In  addition  to  the  requirements 
functions!  the  Mental  and  Medical  Sections  report  detailed 
statistical  information  by  service  (items  14-19  and  20-23,  res- 
pectively). The  HQ  Section  reports  verbally  or  on  a USAREC  346 
items  24-29. 

2.8.3  Equipment  and  Supplies. 

2.8. 3.1  Equipment . One  telephone , one  drawer  of  a filing 
cabinet  and  one  CRT  (same  one  as  in  2. 7. 3.1)  are  used  for  this 
report. 

2. 8. 3. 2 Supplies.  Single  sheet  sprocket  fed  paper,  USAREC  346s 
(top  f romT.  7 . 3 . 2 and  bottom)  and  magnetic  tape  (Transmission 
File)  are  used  for  this  report. 

2.0.4  Performance  Times.  Performance  times  are  included  in 
paragraph  2.7.4. 

2.8.5  Interface  Definitions 

2. 8. 5.1  Inputs . Input  sources  are  identical  with  those 
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described  in  paragraph  2. 7.5.1,  with  the  addition  of  the  HQ 
Section. 

2 ■; 8,5,2  ?.^tPuts,-  Outputs  for  this  task  are  a computed  USAREC 
J46  and  a computerized  transmission  to  HQ  USAREC. 

2,8,6  Bottlenecks . Bottlenecks  for  this  task  are  discussed  in 
paragraph  2.7.6. 

2,8,2  Service  Peculiar  Items . There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 

2.8.8  Remarks.  See  paragraph  2.7.8. 

2.9  Cost  Avoidance  Report. 

2,9,J-  Description.  This  report  is  no  longer  required  on  a 

regular  basis.  If  the  report  is  needed,  direction  will  be 
received  via  letter.  All  aspects  of  this  report  would  then 
remain  the  same  as  in  the  Manual  task.  No  automation  of  this 
particular  report  is  currently  available,  and  should  not  be 
accomplished  unless  the  report  becomes  required  on  a regular 

2.10  Applicant  Status. 


2,i0,]-  .Task  Description.  The  Applicant  Status  report  is  an 
automated  output  of  basic  personal  information.  This 
information  is  generally  used  to  determine  an  applicant's 
previous  mental  testing  status  or  processing  history. 

Lhxs  * report^~°^ne  1 Assiqned-  0ne  Person  at  any  CRT  may  output 

2.10.3  Equipment  and  Supplies 

Thl° °ne  CRT  is  USed  to  rec*uest  the  report. 

1 a5-  be  output  either  on  the  requesting  CRT  or  any 

assigned  printer.  * 

2.10.3.2  Supplies . No  supplies  are  used  if  the  report  is 
output  on  a CRT.  One  sheet  of  sprocket  fed  paper  is  used  when 
the  report  is  output  on  a printer. 

£g-|!grrnfnce  Times.  Request  of  the  report  takes  about  25 
seconds.  Actual  output  of  the  report  takes  30-45  seconds. 

I* 10,5 . g?.terfa«?e  Definition.  The  computer  validates  all 
request  data  as  it  is  entered. 

2.10.6  Bottlenecks.  If  this  report  is  output  on  a printer  the 

requestor  may  have  to  wait  for  output.  printer,  the 

2.10.7  ggiyirc  Peculiar  Items.  There  are  no  service  peculiar 
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items  or  procedures  relevant  to  this  task. 


2.10.8  Remarks . All  applicant  status  reports  originally  gave 
detailed  processing  information  for  each  visit  to  the  AFEES. 

The  level  of  detail  given  was  not  needed  for  reports  on  appli- 
cants not  being  processed  that  day  in  AFEES.  Dates  and 
corresponding  work  ID's  replaced  the  detailed  processing 
information  for  each  visit  an  applicant  made  to  the  AFEES,  if 
the  report  concerned  an  applicant  who  was  not  being  processed 
(not  scheduled)  on  the  current  day. 

2.11  Applicant  Data  Base. 

2.11.1  Task  Description.  The  Applicant  Data  Base  is  a printout 
of  actual  Data  Base  Items  (1,  2,  3,  5,  6,  9,  10,  13,  14,  15,  16, 
17,  18,  19,  21,  31,  32,  44,  71,  72,  73,  74,  75,  76,  77,  79,  88, 
89,  99,  100,  101,  107,  118,  119,  120,  127,  134,  135,  187,  and 
190)  in  the  applicant's  record. 

2.11.2  Personnel  Assigned.  One  person  at  any  CRT  may  output 

this  report.  — 

2.11.3  Equipment  and  Supplies. 

2.11.3.1  Equipment.  One  CRT  is  used  to  request  the  report. 

The  report  may  be  output  either  on  the  requesting  CRT  or  any 
assigned  printer. 

2.11.3.2  Supplies.  No  supplies  are  used  if  the  report  is 
output  on  a CRT.  Sprocket  fed  paper  is  used  when  the  report  is 
output  on  a printer. 

2.11.4  Performance  Times.  Request  of  the  report  takes  about  25 
seconds.  Actual  output  takes  50-65  seconds. 

2.11.5  Interface  Definition.  The  computer  validates  all 
request  data  as  it  is  entered. 

2.11.6  Bottlenecks . If  this  report  is  output  on  a printer,  the 
requestor  may  have  to  wait  for  output. 

2.11.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 

2.11.8  Remarks . This  report  is  infrequently  used  by  the  AFEES 
staff,  but  is  useful  in  checking  software  changes. 

2.12  Workload. 

2.12.1  Task  Description.  The  Workload  report  delineates  total 
numbers  of  applicants  present  in  the  AFEES  for  certain  types  of 
processing  by  service.  This  report  is  now  used  in  lieu  of  the 
manual  applicant  projection  list. 


2 • 1 2 • 2 Personnel  Assigned.  One  person  at  any  CRT  may  output 
this  report.  L 
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2.12.3  Equipment  and  Supplies 

^*12'^*1  Eqmpment.  One  CRT  is  used  to  request  the  report. 
ihe  report  may  be  output  either  on  the  requestinq  CRT  or  any 
assigned  printer.  y 

2.12.3.2  Supplies . No  supplies  are  used  if  the  report  is 

output  on  a CRT.  Sprocket- fed  paper  is  used  when  the  report  is 
output  on  a printer. 

2*12*^  Performance  Times.  Request  of  the  report  takes  about  25 
seconds.  Actual  output  of  a report  takes  45-60  seconds.  Usually 
three  reports  are  output  on  the  printer,  requiring  a total  of  2 


2.12.5 

requests 


Interface  Definition.  The  computer  validates  all 
for  data  as  it  is  entered. 


2.12.6  Bottlenecks . If  this  report  is 
requestor  may  have  to  wait  for  output. 


output  on  a printer,  the 


2.12.7  Service  Peculiar  Items, 
items  orproceedures  relevant  to 


There  are  no  service  peculiar 
this  task. 


.12.8  Remarks.  Due  to  Check-in  procedures,  some  or  all 
applicants  may  not  be  scheduled  the  day  before  processing 
occurs.  This  invalidates  the  No  Show  and  Walk  In  fiqures. 

nnn^IioH'  acquisition  should  modify  software  to  accomodate 
non-scheduling  procedures.  Currently  a count  of  nonused 
folders  establishes  the  no— show  count. 


2.13  Special  Workload. 


‘ -^.sk  Description.  The  Special  Workload  reports  list  by 

ngP1103^  ,data  for  a11  applicants  that  have  been 
scheduled  and/or  checked  m for  a certain  type  of  processing 
•q.  medical  inspections,  or  who  have  completed  a certain  type 
of  processing  e.g.  medical  failures.  yP 
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2.13.4  Performance  Times.  Request  of  the  special  report  takes 
about  25  seconds.  Output  varies  from  30  seconds  on  up  depending 
on  the  number  of  applicants  listed  by  the  report.  Average 
output  for  a 50-applicant  report  is  about  70  seconds. 

2.13.5  Interface  Definition.  The  computer  validates  all 
request  data  as  it  is  entered. 

2.13.6  Bottlenecks . If  this  report  is  output  on  a printer,  the 
requestor  may  have  to  wait  for  output. 

2.13.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 

2.13.8  Remarks.  Time  of  day  (how  far  each  applicant  has 
processed!  and  the  setting  of  certain  bits  (medical  failure) 
needs  further  investigation  by  a follow-on  acquisition  effort 
for  optimal  use  of  these  reports.  Also  possibility  of  qualified 
but  not  enlisted  reports  and  identification  of  permanent  or 
temporary  disqualifications,  reasons  for  medical  disqualifications 
should  be  addressed. 

2.14  USAREC  DP  1966  Transmission  File. 

2.14.1  Task  Description.  This  report  lists,  in  transmittal 
order,  all  transmission  data  ready  to  be  sent  to  HQ  USAREC. 
Individual  records  are  grouped  by  branch  of  service  and  type. 
Additionally,  the  inputting  operator  is  given  for  each  record. 

2.14.2  Personnel  Assigned.  One  person  at  any  CRT  may  output 
this  report. 

2.14.3  Equipment  and  Supplies. 

2.14.3.1  Equipment.  One  CRT  is  used  to  request  the  report. 

The  report  may  be  output  either  on  the  requesting  CRT  or  any 
assigned  printer. 

2.14.3.2  Supplies.  No  supplies  are  used  if  the  report  is 
output  on  a CRT.  Sprocket- fed  paper  is  used  when  the  report  is 
output  on  a printer. 

2.14.4  Performance  Times.  Request  of  this  report  takes  about 
25  seconds.  Actual  output  of  the  report  varies,  depending  on 
the  number  of  records  in  the  transmission  file,  but  averages 
about  4 minutes  for  180  applicants. 

2.14.5  Interface  Definition.  The  computer  validates  all 
request  data  as  it  is  entered. 

2.14.6  Bottlenecks . If  this  report  is  output  on  a printer,  the 
requestor  may  have  to  wait  for  output. 
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2.14.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 

2.14.8  Remarks.  See  paragraph  2.15.1. 


2.15  Operator/Transmission  Workload. 

2.15.1  Task  Description.  This  report  may  be  output  for  a 
single  operator  or  for  the  entire  Transmission  File.  The 
current  usage  is  output  for  each  onerator.  When  an  operator  has 
completed  input  for  the  day's  transmission,  the  report  is 
requested  and  then  the  report  lists  SSANs,  corresponding  Work 
IDs  and  Branch  of  Service  for  each  applicant  in  the  file. 

The  Operator  Workload  Reports  and  USAREC  DD  1966  Transmission 
File  Report  are  filed  in  lieu  of  the  manual  transmission 
hardcopies . 


2.15.2  Personnel  Assigned.  One  person  at  any  CRT  may  output 
these  reports.  Currently  all  three  operators  output  their  own 
report. 

2.15.3  Equipment  and  Supplies 

2.15.3.1  Equipment.  One  CRT  is  used  to  request  each  report. 

The  report  may  be  output  either  on  the  requesting  CRT  or  any 
assigned  printer. 

2.15.3.2  Supplies . None. 

2.15.4  Performance  Times.  Request  of  each  report  takes  about 
25  seconds.  Actual  output  of  the  reports  vary,  depending  on  the 
number  of  records  in  the  transmission  file,  but  they  average 
about  l*s  minutes  each.  (Applicants  per  operator) 

2.15.5  Interface  Definition.  The  computer  validates  all 
request  da ta  as  it  is  entered. 


2.15.6  Bottlenecks.  If  this  report  is  output  on  a printer,  the 
requestor  may  have  to  wait  for  output. 

2.15.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or~procedures  relevant  to  this  task. 

2.15.8  Remarks . None . 

2.16  Transmission. 


2.16.1  Task  Description.  The  Transmission  report  lists  by  type 
the  number  of  records  transmitted,  and  the  number  of  (memory) 
blocks  used  by  the  Transmission  File.  The  data  is  then  entered 
in  a computer  use  log  by  the  computer  operator, 

2.16.2  Personnel  Assigned.  One  person  at  any  CRT  may  output 
this  report. 
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M^i.  used  to  request  the  report. 

The  report  may ? be  output  either  on  the  requesting  CRT  or  any 

2? 16?3?2  ^Supplies . No  supplies  are  used  if  the  report  is  ^ ^ 
output* on  a CRT.  Sprocket-fed  paper  is  used  when  the  report  is 

output  on  a printer. 

9 ifi.4  Performance  Times.  Request  of  the  report  takes  about  25 
seconds.  Actual  outpuFof  the  report  takes  30-45  seconds. 


2.16.5  interface  Definition.  The  computer  validates  all 
request  data  as  it  is  entered. 

2.16.6  Bottlenecks.  There  are  no  bottlenecks  associated  with 
this  report. 

2.16.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  this  task. 

2.16.8  Remarks . None. 


2. 17  Medical  Summary 


2.17.1  Task  Description.  The  Medical  summary  report  is  a four- 
part’  report  consisting  of  the  abnormal  and  disqualifying  totals 
by  item  number  for  the  SF  88  and  SF  93.  The  report  tabulates 
totals  for  abnormal  medical  processing  (SF  88  and  SF  93) 
responses,  and  the  physicians'  determination  of  disqualifying 
items  (both  SF  88  and  SF  93)  on  a daily  and  cummulative  basis. 
This  report  is  generated  by  the  computer  operator  at  the  end  o 
the  day's  processing.  Initialization  of  cummulative  totals  is 
controlled  by  the  computer  operator,  hence  monthly,  quarterly, 
yearly,  etc.  totals  may  be  obtained. 


2172  Personnel  Assigned.  Medical  section  personnel  required 
to  Lput  lata  for  Ihisreport  are  discussed  in  BSD  TR  76-135 
and  automated  medical  area  task  description.  The  computer 
operator  outputs  this  report  at  the  end  of  each  processing  day. 


2.17.3  Equipment  and  Supplies.  Data  entry  equipment  and 
supplies' are  discussed  in  ESD  TR  76-135  and  automated  medical 

area  task  description.  . 

2.17.3.1  Equipment.  On  CRT  is  used  to  request  the  report,  which 

is  then  output  on  a printer.  , 

2.17.3.2  Supplies.  Four  sheets  of  sprocket-fed  paper  are  used 

to  output  this  report. 


2.17.4  performance  Times..  In  approximate  total  of  25  minutes 
is  used  to  request  and  output  this  report  daily.  Data  entry 
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times  are  discussed  in  ESD  TR  76-135  and  automated  medical  area 
task  description. 

2.17.5  Interface  Definition.  Medical  section  data  entry  is 
discussed  in  the  automated  medical  area  task  description.  The 
computer  validates  all  request  data  as  it  is  entered  by  the 
computer  operator.  The  HQ  Section  receives  an  information  copy 
of  this  report  daily. 

2.17.6  Bottlenecks . This  report  may  not  be  considered 
accurate  until  all  associated  data  entry  has  been  completed  by 
the  medical  section  (also  reference  the  automated  medical  area 
task  description). 

2-17.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  the  output  of  this  report. 

2-17.8  Remarks . A detailed  description  of  the  data  contained 
in  this  report  is  given  in  ESD  TR  76-135. 

2.18  Forms  Production . 

2-18.1  Task  Description.  This  report  is  unique  in  that  all 
required- data  is  completely  automatically  collected.  Each  time 
an  enlistment  form  is  output  via  the  system,  it  is  counted  and 
the  time  of  day  is  noted.  If  a form  is  output  more  than  once 
for  the  same  SSAN,  it  is  also  noted.  If  the  end  of  the  day,  the 
computer  operator  outputs  this  report  in  two  parts  on  the 
printer.  The  output  is  as  follows  : 

Part  I tabulates  by  type  of  form  (SF  88,  DD4 , DD4c,  DD  93, 
orders,  transmit)  the  quantity  of  forms  produced  in  half-hour 
increments  total  number  of  each  type  form  produced  during  the 
entire  processing  day  are  listed  under  the  appropriate  column 
heading. 

An  annotated  list  of  all  forms  produced  during  the  day  for 
each  type  of  form  (SF  88,  DD  4,  DD  4c,  DD  93).  The  list  for  each 
form  contains  the  original  number  of  the  form,  the  SSAN  of  the 
person  for  whom  the  form  was  produced,  and  the  time  (in  seconds 
since  midnight)  that  the  form  was  produced.  Additionally,  if 
the  form  was  printed  for  an  SSAN  more  than  once,  the  second  form 
is  annotated  with  the  original  number  of  the  previous  form(s). 

’•18.2  Personnel  Assigned.  The  computer  operator  outputs  this 
report  at  the  end  of  each  processing  day. 

2.18.3  Equipment  and  Supplies. 

2.18.3.1  Equipment.  One  CRT  is  used  to  request  the  report,  and 
output  is  accomplished  on  a printer,  or  may  be  output  on  the 
requesting  CRT. 

2.18.3.2  Supplies.  Approximately  five  pages  of  sprocket-fed 
paper  are  used  when  this  report  is  output  via  printer. 


2.18.4  Performance  Times.  An  approximate  total  of  20  minutes  is 
used  to  request  and  output  this  report  daily. 

2.18.5  Interface  Definition.  The  computer  validates  all  request 
data  as  it  is  entered  by  the  computer  operator.  The  HQ  section 
receives  an  information  copy  of  the  first  part  of  this  report 
daily. 

2.18.6.  Bottlenecks.  There  are  no  bottlenecks  associated  with 
this  report. 

2.18.7  Service  Peculiar  Items.  There  are  no  service  peculiar 
items  or  procedures  relevant  to  the  output  of  this  report. 

2.18.8  Remarks.  This  report  was  initially  developed  by  MCH  for 
IOT&E  purposes  only,  and  hence  was  not  documented  in  the  baseline 
or  production  specifications.  Part  I of  this  report  was  found 

to  be  an  effective  work  flow  management  tool,  and  should  be 
documented  by  a follow-on  program.  Part  II  of  this  report  was 
used  during  IOT&E  to  determine  the  throw-away  rate  for  SF  88' s, 

DD  4's,  DD  4c' s and  DD  93' s,  was  not  needed  by  HQ  for  management 
purposes . 
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